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Safety Statement on behalf of the Board of Management of St. Mary’s N.S.

St. Mary's N.S. Safety Statement

January 2024

This document has been prepared in compliance with the 2005 Health and Safety Act and reviewed to include the new school
campus on Mount Eden Road.

1. Introduction to this Safety Statement

1.1 Saint Mary’s National School is located in Donnybrook, Ireland. It is a mixed, Catholic school under the patronage of the
Archbishop of Dublin. The school has undergone a significant expansion programme over recent years and there are now
more than 600 students enrolled in the school. The expansion programme was completed in 2023 and it now accommodates
25 mainstream classrooms. The school is bi-located, with students from Junior Infants to First Class located in the original
campus on Belmont Avenue and students from Second to Sixth Class located in the new campus on Mount Eden Road.

1.2 The Mission Statement of St. Mary’s National School is “to create an inclusive, respectful, safe, caring and happy environment
in which all children will be enabled to reach their full potential”. This document has been prepared to provide the specific
means to achieve the safety outlined in that statement and its successful implementation depends on the active participation
and support of the entire school community.

1.3 This Safety Statement has been revised by Aisling Dillon, Safety Representative of the Board of Management, Andrew Furlong,
Safety Officer, Marita Keenan, Acting Principal, and has been ratified by the Board of Management. It has been prepared in
compliance with the Health and Safety at Work Act 2005 and with the assistance of Health and Safety Authority’s “Guidelines
on Managing Safety, Health and Welfare in Primary Schools.”

1.4 The objectives of this Safety Statement are:

e To demonstrate the school’s commitment in writing to safeguarding the health and safety of all staff, pupils, sub-
contractors and visitors and to ensuring that all health and safety laws and standards are reviewed and maintained;

e To document all policies related to health and safety in order to assist those using those policies and to provide a
reference for the purposes of assessing and auditing the levels of health and safety being achieved by the school;

e To help identify any training requirements that need to be fulfilled for suitably qualified personnel to carry out the policies
contained within this document.

1.5 Meeting the objectives of this Safety Statement Fhispeliey requires the co-operation of all employees. It shall be reviewed
annually or more frequently if necessary, in the light of experience, changes in legal requirements and operational changes.
A safety audit shall be carried out annually by the Safety Officer of the Board of Management. All records of accidents and
ill-health will be monitored in order to ensure that any safety measures required can be put in place to minimise the
recurrence of such accidents and ill-health.

A soft copy of this Safety Statement will be held on file by the Principal and the Safety Officer and any revisions to it will be made
by the Principal in conjunction with the Safety Officer. The Safety Statement will be ratified by the Board of Management on an
annual basis. An up-to-date hard copy of the Safety Statement will be available in both staff rooms and will be made available to
new staff during their induction training. The Safety Policy will be displayed on a notice board in a prominent location in both
school sites for reference by any staff member, sub-contractor, parent or visitor. The Safety Policy will also be published on the
school website. Any queries as to the operation of the Safety Statement or Policy should be directed to the Safety Officer.

In addition to those policies listed in the Appendices to this Safety Statement, this document should be considered in conjunction

with other school policies ratified by the Board of Management, including the Anti-Bullying Policy, the Child Safeguarding
Statement, the Substance Use Policy and the Supervision of Pupils Policy.

2. Glossary of Terms



Safety Statement: This document is a Safety Statement. It contains the Safety, Health and Welfare Policy and includes a
comprehensive Risk Assessment and a number of other policies related to Health and Safety. It is a detailed account of how the
safety, health and welfare of staff, students and visitors are managed by the school.

Safety, Health and Welfare Policy: This is a declaration of the Board of Management’s commitment to ensuring that the school is
as safe and healthy as reasonably practicable and that all statutory requirements are complied with. The Safety, Health and
Welfare Policy is signed at senior management-+eveton behalf of the Board of Management and provides the overarching
framework for the management of safety and health within the school.

Hazard: A hazard is anything with potential to cause harm to people, property or the environment. It can be a work material, a
piece of equipment or work method or practice.

Risk: Risk is the likelihood that someone will be harmed together with the severity of harm likely to be suffered.
Controls/control measures: Controls/control measures are the precautions taken to ensure risk is eliminated or reduced.

Risk assessment: a risk assessment is a review conducted in order to identify the hazard, then estimate the severity and
likelihood of harm arising from such a hazard. The employer can then put in place control measures to minimise the risk.

3. Safety, Health and Welfare Policy

In accordance with the Safety, Health and Welfare at Work Act 2005, it is the policy of the Board of Management to ensure, so
far as is reasonably practicable, the safety, health and welfare at work of all staff and to protect students, visitors, contractors
and other persons at the school from injury and ill health arising from any work activity. The successful implementation of this
policy requires the full support and active co-operation of all staff, students, contractors and visitors to the school.

It is recognised that hazard identification, risk assessment and control measures are legislative requirements which must be
carried out by the employer to ensure the safety, health and welfare of all staff.

The Board of Management, as employer, undertakes in so far as is reasonably practicable to: °

a. Promote standards of safety, health and welfare that comply with the provisions and requirements of the Safety,
Health and Welfare at Work Act 2005 and other relevant legislation, standards and codes of practice;

b. Provide information, training, instruction and supervision where necessary, to enable staff to perform their work safely
and effectively;

¢. Maintain a constant and continuing interest in safety, health and welfare matters pertinent to the activities of the
school;

d. Continually improve the systems in place for the management of occupational safety, health and welfare and review it
periodically to ensure it remains relevant, appropriate and effective;

e. Consult with staff on matters related to safety, health and welfare at work;

f.  Provide the necessary resources to ensure the safety, health and welfare of all those to whom it owes a duty of care,
including staff, students, contractors and visitors.

The Board of Management is committed to playing an active role in the implementation of this occupational safety, health and
welfare policy and undertakes to review and revise it in light of changes in legislation, experience and other relevant
developments.

Date:

John Hennessy
Chairperson, Board of Management



4. School Profile

St. Mary’s National School is situated in Donnybrook, Dublin 4 and is spread over two campuses; Junior Infants to First Class are
located in the campus on Belmont Avenue and Second Class to Sixth Class are located in the campus on Mount Eden Road.
There are currently 631 students enrolled in the school.

4.1 Planning Procedures

Board of Management e Initiate safety, health and welfare audit;

e Receive report on safety, health and welfare from the safety committee;

e Reviewrisk assessment;

e Review/update safety statement in light of safety committee’s

report/recommendations;

e Agree actions required;

e Allocate resources where necessary;

e Identify short, medium and long term priorities;

e Approve/ratify safety, health and welfare decisions;

e Sign off on safety, health and welfare policy;

e Sign off on safety statement.
Designated person for e Convene meeting of safety committee, where one exists;
Safety, Health and Welfare e Take necessary actions on foot of agreed safety committee decisions;
acting on behalf of the Board | ¢ Ensure that required protocols for fire drills, accident reporting etc. are fulfilled;
of Management e Respond to safety, health and welfare reports, events and issues;

e Brief staff on safety, health and welfare and report on issues as required.
Safety Committee e Review safety statement and risk assessments;

e Agree programme for year - actions/priorities/changes;

Assess training needs - established (fire, first aid, manual handling etc.) and
new/special requirements (new equipment, particular needs);

Agree training programme based on risk assessments;

Agree necessary corrective actions;

Decide on maintenance and servicing plan;

Report to the Board of Management.

Staff Meetings Brief staff on key aspects of the safety statement - accident reporting etc...;
Note relevant changes in risk, controls and procedures;

e Routinely, and as the need arises, discuss safety, health and welfare related issues.

Staff e Inspect work areas: teaching staff - classrooms, general purpose area etc; non
teaching staff - offices, toilets, corridors, grounds etc...;

e Complete risk assessments as appropriate to one’s own area of work as requested
by the Board of Management. Each teacher should assess their own classroom;

e Follow internal accident and incident reporting procedures;

e Comply with safety, health and welfare decisions of the Board of Management.

4.2 Provisions for persons with special needs:

4.2.1 Accessibility:
e  Both campuses are wheelchair accessible, with ramps and elevators as needed;
e Handrails and non-slip surfaces are installed where necessary;
e Accessible pathways and entrances are clearly marked.
4.2.2 Evacuation Plans:
e  Evacuation plans that account for the specific needs of students with disabilities are developed and practiced;
o Designated evacuation buddies or support personnel to assist students with mobility issues during drills and actual
emergencies.
4.2.3 Medical Support:
e Trained staff available to administer medication or provide medical support as needed;
e Up-to-date medical records for students with special needs are maintained;
e Staff are trained in basic first aid and the specific needs of students with disabilities.
4.2.4 Communication:
e  Emergency notifications and information are communicated in accessible formats, such as braille, large print, or
through assistive technology as necessary;
e Effective communication channels are established with parents or guardians of students with special needs.
4.2.5 Personalized Emergency Kits:



e Personalized emergency kits are created for students with specific medical needs or conditions;
e Necessary medications, medical devices, and communication aids are included in the emergency kits.
4.2.6 Training for Staff:
e Training is provided for school staff on recognizing and addressing the needs of students with special needs during
emergency situations;
e  Aculture of inclusion and awareness is fostered among all staff members.
4.2.7 Adapted Facilities:
e Classrooms and common areas are adaptable to meet the needs of students with various disabilities;
e Appropriate seating arrangements and adaptive equipment are provided as required.
4.2.8 Behavioural Support:
e  Behavioural support plans for students with special needs are developed where necessary and implemented to address
any potential challenges during emergency situations;
e Staff are trained on de-escalation techniques and strategies.
4.2.9 Collaboration with Parents:
e The school works closely with parents or guardians of students with special needs to understand their child's specific
requirements and concerns;
e Individualized health and safety plans are developed in collaboration with parents where necessary.
4.2.10 Accessible Information:
e Health and safety information, including emergency procedures, are provided in accessible formats;
e Visual aids, clear signage, and other communication tools that cater to diverse needs are used.

4.3 Safety Organisation

4.3.1 Safety, health and welfare at work is everyone’s responsibility. There is a duty on everyone at work to co-operate effectively
to promote healthy, safety and welfare in the school. This organisational chart illustrates the hierarchy of duties.

Board of Management
(Employer)

Board of Management Safety
Representative (Aisling Dillon)

Safety Officer (Andrew Marita Keenan (Acting

Furlong) Principal)

Staff (teachers, special needs
assistants, maintenance
personnel, office staff)

Other people at the school
(students, cleaners, visitors,
contractors, outside
maintenance personnel,
members of the public)




4.3.1 The Acting Principal, Marita Keenan, shall be responsible for overseeing the safety provisions on behalf of the Board of
Management. The Principal has responsibility for implementing this policy and ensuring that all health and safety considerations
are always given priority in planning and day-to-day supervision of work.

4.3.2 The Safety Officer is a member of the teaching staff appointed to monitor safety generally and the operation of safety
procedures. The Safety Officer will ensure that a copy of the Safety Statement is available to staff and that staff are familiar with
its contents. Andrew Furlong is the Safety Officer, with effect from September 2023.

4.3.3 The Board of Management appoints a Safety Representative who is entitled to report to the Board on the implementation
of the Safety Statement, but does not have responsibilities with respect to the implementation of health and safety in this
school. Aisling Dillon is the Board of Management’s Safety Representative, with effect from January 2020.

4.3.4 The Safety Committee shall be comprised of the Safety Representative of the Board of Management, the Safety Officer and
the Principal.

4.3.5 It is the responsibility of the Board of Management to ensure that a Safety Statement is set up and maintained in order
that all school work and associated activities at St. Mary’s National School will be conducted in accordance with the relevant
statutory provisions of the Safety, Health and Welfare at Work Act 2005 and that all reasonable practicable measures will be
taken to avoid risk to all its pupils, staff, sub-contractors, visitors or others who may be affected.

4.3.6 All staff members and contractors are expected to cooperate with the Board of Management in carrying out this policy and
must ensure that their own work, insofar as is reasonably practicable, is carried out without risk to themselves or others.

4.3.7 Staff are responsible for safety in their own area and the implementation of relevant safety procedures. Staff should
consult with the Safety Officer or the Principal if any of the employees have queries regarding any of the safety provisions in this
Safety Statement.

5. Roles and responsibilities for Safety, Health and Welfare

5.1 Board of Management:

e Complies with its legal obligations as employer under the 2005 Act;

e  Ensures that the school has written risk assessments and an up-to-date Safety Statement;

e Reviews the implementation of the Safety Management System and the Safety Statement;

e Sets safety, health and welfare objectives;

e Receives regular reports on safety, health and welfare matters and matters arising from same are discussed;

e Reviews the safety, health and welfare statement at least annually and when changes that might affect workers’ safety,
health and welfare occur;

e Reviews the school’s safety, health and welfare performance;

e Allocates adequate resources to deal with safety, health and welfare issues;

e Appoints competent persons as necessary, to advise and assist the Board of Management on safety, health and welfare at
the school.

5.2 Designated person for Safety, Health and Welfare acting on behalf of the Board, (Principal/Safety
Officer):

e Complies with the requirements of the 2005 Act;

e Reports to the Board of Management on safety, health and welfare performance;

e Manages safety, health and welfare in the school on a day-to-day basis;

e Communicates regularly with all members of the school community on safety health and welfare matters;
e Ensures all accidents and incidents are investigated and all relevant statutory reports completed;

e Organises fire drills, training, etc;

e Carries out safety audits.

5.3 Teachers (with particular functions in safety, health and welfare ) if applicable:



e Adeputy principal, assistant principal, special duties teacher or any teacher with duties related to safety, health and welfare
must fulfil the duties assigned;

e Although ultimate responsibility for safety, health and welfare rests with the Board of Management, the teacher must fulfil
those duties to which he/she has agreed.

5.4 Teachers / Special Needs Assistants / Non-teaching staff:

e Comply with all statutory obligations on employees as designated under the 2005 Act;

e Co-operate with school management in the implementation of the safety statement;

e Inform students of the safety procedures associated with individual subjects, rooms, tasks;

e Ensure that students follow safe procedures.

e  Formally check classroom/immediate work environment to ensure it is safe and free from fault or defect;

e Check that equipment is safe before use;

e  Ensure that risk assessments are conducted for new hazards.

e Select and appoint a safety representative as appropriate;

e Co-operate with the school safety committee where one is established;

e Report accidents, near misses and dangerous occurrences to relevant persons as outlined in the safety, health and welfare
statement.

5.5 Other School Users:

Other school users such as students, parents, volunteers and visitors should comply with school regulations and instructions
relating to safety, health and welfare.

5.6 Contractors:

Contractors must comply with statutory obligations as designated under the Safety, Health and Welfare at Work Act 2005, the
Safety, Health and Welfare at Work (General Application) Regulations 2007 and any other relevant legislation such as the Safety,
Health and Welfare at Work (Construction) Regulations 2006.

e Schools must make available the relevant parts of the Safety, Health and Welfare statement and Safety File (where one
exists) to any contractors working in the school on behalf of the school.

e Schools must provide to contractors the school regulations and instructions relating to safety, health and welfare.

e Contractors must make available relevant parts of both their Safety, Health and Welfare Statement and risk assessments in
relation to work being carried out.

e Where schools are sharing a workplace with a contractor they must co-operate and coordinate their activities in order to
prevent risks to safety, health and welfare at work.

5.6.1 Short duration, low risk, single contractor works involving routine maintenance, cleaning, decorating or repair:

e The Principal/Safety Officer must ensure that the contractor is competent (the contractor is suitably qualified and
experienced and is registered e.g. an electrician should be registered with the Register of Electrical Contractors of Ireland or
the Electrical Contractors Safety and Standards Association).

e The school will keep a list of maintenance personnel and this will be reviewed if any changes occur.

e The contractor and the Principal/Safety Officer meet before the project commences to ensure communication links are
established before work starts and throughout the contract. The contractor should advise the Principal/Safety Officer about
the likely duration of the work and any possible hazards, and how these will be addressed.

e The contractor should also provide the Principal/Safety Officer with a copy of its safety statement including any relevant risk
assessments for the project to be undertaken.

e Likewise the Principal/Safety Officer should advise the contractor about necessary precautions which need to be
considered, particularly if work is being carried out during school time.

5.6.2 Substantial building works, (e.g. extension to school building):

Where substantial building work lasting more than 30 days or 500 person days is being considered, the Board of Management
take on the responsibility of “client”. The client must:



e Appoint, in writing before design work starts, a Project Supervisor for the Design Process (PSDP) who has adequate training,
knowledge, experience and resources;

e Appoint, in writing before construction begins, a Project Supervisor for the Construction Stage (PSCS) who has adequate
training, knowledge, experience and resources;

e Co-operate with the project supervisors and supply any necessary information;

e Notify the HSA of the appointment of the PSDP on Approved Form AF1 “Particulars to be notified by the Client to the Health
and Safety Authority before the design process begins”;

e Retain and make available the safety file for the completed structure. The safety file contains information on the completed
structure that will be required for future maintenance or renovation.

The Project Supervisor for the Construction Stage further develops the safety and health plan for the construction stage of the
project. This includes coordinating appropriate safety, health and welfare arrangements on site to prevent accidents occurring,
e.g. keeping vehicles and pedestrians apart.

Prior to carrying out any construction work each Board of Management, as client must familiarise itself with its legal health and
safety responsibilities, as detailed in the Safety, Health and Welfare at Work (Construction) Regulations 2006. These Regulations
have wide-ranging application covering large projects such as capital builds, small projects such as renovations, erecting pre-fabs
and routine maintenance such as replacing light fixtures etc. The Regulations introduce such terms as client, project supervisor
for the design process (PSDP), project supervisor construction stage (PSCS), Safety, Health and Welfare Plan, Safety File and
Contractor. Details can be found in the Guidance publications from the Department of Education and Skills and the Health and
Safety Authority listed below.

http://www.hsa.ie/eng/Publications and Forms/Publications/Construction/Summary of Key Duties under the Procurement,
Design_and Site Management Requirements of the Safety Health and Welfare at Work Construction Regulations, 200
6.html

http://www.hsa.ie/eng/Publications and Forms/Publications/Construction/Clients in_Construction -
Best Practice Guidance.html

http://www.education.ie/en/School-Design/Procedures-and-Cost-Plans/

6. Safety Induction and Training

6.1 The Safety Officer will ensure that safety induction and training for all employees will be carried out regularly.

6.2 Employees must be made aware that they have a responsibility for their own safety and the safety of others and for ensuring
awareness of all relevant health and safety policies and standards.

6.3 The Safety Officer will provide all new or temporary employees with a copy of or access to the Safety Statement and
information on the locations of all other health and safety policies and regulations.

6.5 All new employees shall be initially informed of any potential hazards and associated control measures in the workplace e.g.
fire evacuation procedures, accident and emergency preparedness etc.

6.6 All employees will be:

a) Advised of the nature and location of fire equipment and how it is safely operated.
b) Notified of any change in safety procedures.

6.7 The staff will engage in continuous professional development in first aid and health and safety practices on a regular basis.

6.8 General health promotion and surveillance schemes may also be provided in order to contribute to the maintenance of the
employees’ general health and fitness, e.g. assessments of fitness for work, rehabilitation, job-adaptation following injury or ill-
health.

7. Safety Consultation and Representation

7.1 The Health and Safety at Work Act 2005 places a general obligation on the Board of Management of the school to consult
with and to take account of any representations made by any employee for the purpose of giving effect to its statutory duties.


http://www.hsa.ie/eng/Publications_and_Forms/Publications/Construction/Summary_of_Key_Duties_under_the_Procurement,_Design_and_Site_Management_Requirements_of_the_Safety_Health_and_Welfare_at_Work_Construction_Regulations,_2006.html
http://www.hsa.ie/eng/Publications_and_Forms/Publications/Construction/Summary_of_Key_Duties_under_the_Procurement,_Design_and_Site_Management_Requirements_of_the_Safety_Health_and_Welfare_at_Work_Construction_Regulations,_2006.html
http://www.hsa.ie/eng/Publications_and_Forms/Publications/Construction/Summary_of_Key_Duties_under_the_Procurement,_Design_and_Site_Management_Requirements_of_the_Safety_Health_and_Welfare_at_Work_Construction_Regulations,_2006.html
http://www.hsa.ie/eng/Publications_and_Forms/Publications/Construction/Clients_in_Construction_-_Best_Practice_Guidance.html
http://www.hsa.ie/eng/Publications_and_Forms/Publications/Construction/Clients_in_Construction_-_Best_Practice_Guidance.html
http://www.education.ie/en/School-Design/Procedures-and-Cost-Plans/

7.2 The Safety Officer has the right to ensure that this procedure takes effect with respect to the control of all safety issues and
activities.

7.3 As part of their regular safety induction and training, the Principal and/or the Safety Officer will consult with the staff for
feedback on the steps taken to safeguard their safety, health and welfare.

7.4 Employees can consult with the Board of Management by raising any issues relating to safety, health and welfare in the
school with the Principal and/or the Safety Officer. Those issues may then be raised with the Board of Management.

7.5 The Safety Officer and/or the Principal will establish links with a wide range of bodies and individuals as necessary including:

e Health and Safety Authority

e Fire Service

e Garda Siochana

e Sub-Contractors and Equipment Suppliers

e Insurance Companies

e The Media

e Parents and the general public

e General Medical Practitioners, Specialists and Occupational Health Physicians
e Local Authority Environmental Health Officers and Licensing Officials

8. Statutory/Internal Safety Notices

8.1 The Safety Officer shall ensure that all relevant statutory and internal safety notices are posted in the most appropriate areas
throughout the school and externally as required, e.g. fire points, first aid, exit signs, Occupiers’ Liability Act, etc.

8.2 Further information regarding all appropriate standards and notices, shall be supplied to the relevant personnel and
explained by the most appropriate means, i.e. using the Safety Statement, policies, instructions, notices or training.

8.3 The Safety Officer shall also ensure that all current standards and notices are updated as required.

9. Emergency Preparedness and Response

9.1 It is the responsibility of the Board of Management of St. Mary’s National School to ensure that procedures are established
and maintained to respond to accidents and emergency situations and to prevent and minimise the health and safety impacts
associated with them. The Board of Management shall ratify an Emergency Evacuation Policy, drafted in consultation with the
Principal and the Safety Officer. (See Appendix 2 Fire Drill/Evacuation Policy of St. Mary’s N.S.)

The Safety Officer will:

i Test and rehearse safety plans and related equipment such as fire alarms;
ii. Train personnel on what to do in the event of an emergency;
iii. Liaise with the emergency services.

9.2 The Safety Officer will oversee:
i The testing of suitable warning and alarm systems;

ii. Communicating emergency procedures for the school, including the responsibilities of key personnel;
iii. Collecting and keeping up-to-date emergency services details e.g. fire brigade, Gardai, ambulance services, doctor, etc;

iv. Devising internal and external communications plans i.e. displaying emergency contact numbers;
V. Devising and implementing training plans and reviews of their effectiveness;
Vi. The availability of firefighting equipment and maintenance logs.

10. First Aid

10.1 The Safety Officer shall ensure that adequate first aid supplies are available when required.



10.2 The exact location of all first aid supplies must be made known to all employees or temporary staff and specific notices
identifying its whereabouts must be posted.

See Appendix 1 (Recommended First Aid Contents)

10.3 The Board of Management requires parents, whose children need medication during the school day to inform the Board of
Management or the Principal of the same and to sign an indemnity form removing the responsibility from the school for the
administration of such medication. No unauthorised medication should be given by teachers or other school employees looking
after children in school who fall ill (e.g. paracetamol for headaches etc.)

See Administration of Medicines and Emergency Care Policy.

10.4 The Safety Officer shall ensure that the fire alarm system is tested on a regular basis with all results recorded. The exact
location of all fire safety equipment must be made known to all employees or temporary staff and specific notices identifying its
whereabouts must be posted.

See Appendix 2 and 3 for specific information on School Fire Drill/Evacuation Procedures.

11. Safety Procedures for Contractors or Subcontractors

11.1 Any contractors, on entering the grounds of the school shall be required to identify themselves to the Principal or the
Secretary before gaining admittance to the school.

A contractor must make direct contact with the Principal before initiating any work on the premises and shall be shown a copy
of the Safety Statement applying to the school and shall agree to its provisions.

While work is in progress, any noise shall be avoided wherever possible during school hours and shall at all times be reduced to
the minimum necessary. The contractor and his or her employees shall not create any hazard, permanent or temporary, without
informing the Principal or his or her nominated agent and shall mark such hazard with warning signs or other suitable
protection.
Before the commencement of any work, all contractors or subcontractors must provide the following items to the Principal, if
requested;

e A copy of all employer and public liability insurance certificates;

e Acopy of the Contractor Company Safety Statement.

The Board of Management reserves the right to verify any subcontractors’ insurance arrangements.

11.2 Sub-contractors must also ensure any equipment brought into the school/surrounding areas is safe and in good working
order, fitted with all necessary guards and safe devices while also possessing the necessary certificates for safety inspections.

11.3 The Safety Officer and/or the Principal must be notified of any material or substance brought into the school grounds which
has health, fire or explosive risks. Such materials should be stored and used in accordance with current recommendations.

11.4 Scaffolding and other access equipment brought into the school grounds by sub-contractors and their employees must be
erected and maintained in accordance with the sub-contractor’s relevant regulations and Code of Practice.

11.4 Any injury/incident sustained by any sub-contractors’ employee whilst working in the school or surrounding areas must be
reported immediately to the Principal and/or the Safety Officer, who in turn will inform the Board of Management.

12. Personal Protective Equipment (P.P.E)

12.1 The Principal or Safety Officer shall ensure that all relevant staff use personal protective equipment (P.P.E.) where
required.

12.2 The Caretaker shall carry out work with P.P.E. in conjunction with all appropriate policies and standards but in particular the
following:

i All safety equipment must comply with approved standards.



ii. Eye protection is recommended to protect eyes from dust, flying particles, fumes, radiant heat and light which is likely
to be injurious.

iii. Hearing defenders are recommended when working with hazardous noisy equipment to ensure the correct level of
noise alteration is obtained. This is important, as noise is not only dependent on loudness, but also frequency.

iv. Overalls, fluorescent vests, gloves and safety shoes should be used as required.

V. All P.P.E. selected and used shall be in accordance with the 2005 Health and Safety Act and the General Application
Regulations 2007.

12.3 The Principal or Safety Officer shall inform any employee or contractor of school policy requirements in relation to P.P.E.
Any person not complying with these policies will be instructed to stop working immediately until P.P.E. is obtained and used.

13. Safety Procedures for Parents and Visitors

13.1 Any visitor to the school, such as parents, volunteers or sales people, on entering the grounds of the school must sign in
with the Secretary before gaining admittance to the school. Visitors to the school must observe and obey all safety signs posted
throughout the school and school grounds.

13.2 Any accidents to visitors, however minor, must be reported to the Safety Officer or Secretary and the appropriate accident
form will be completed.

13.3 Accidents and incidents involving a child while in the company of a parent or visitor must be reported to a staff member
immediately. All health and safety regulations and procedures must be followed when a child is in the company of any parent or
visitor.

14. Hazard Identification and Risk Assessment

14.1 Arisk assessment will be completed by the Safety Officer and Safety Representative of the Board of Management on at
least an annual basis or more if required, while all subsequent impacts, consequences and existing control measures raised will
be reviewed and categorised into high, medium or low risk. The Principal, in conjunction with the Safety Officer and the Safety
Representative of the Board of Management will then ensure that any hazards identified will then be eliminated or controlled as
far as is practicable so that they are reduced to an acceptable level.

“Hazard” means “any substance, article, material or practice which has the potential to cause harm to the Safety, Health or
Welfare of staff members at work”.

“Risk” means “the potential of the hazard to cause harm in the actual circumstances of use”.

“Risk Assessment” is links of the probability of occurrence with the severity of loss and/or injury. Risks are graded “High”,
“Medium” or “Low”. where:

High Risk “H” Possibility of fatality/serious/minor injury to a number of people.
Possibility of significant material loss.
Medium Risk “M” Possibility of minor injury to a small number of people.

Risk of some material loss.
The possibility of a fatality / serious injury or significant material loss is unlikely although
conceivable

Low Risk “L” The possibility of injury or material loss is unlikely although conceivable.

Typical physical hazards include:
e Manual handling (e.g. heavy, awkward or hard to reach loads)
e Traffic movement at the start and end of school day
e Playground arrangements
e Letting school premises to outside groups
e Using step ladders/Falling object
e Slipping/tripping hazards e.g. poorly maintained floors/areas/ drains, loose cables
e Inadequate access/egress in classrooms/offices/stores areas
e Fire Equipment hidden behind doors, boxes, coats etc
e Fire (from flammable or combustible materials or excess waste)



e Boiler house hazards

e Electricity (poor wiring or residual current)

e Special hazards from maintenance of equipment and the school itself
e Hot substances or surfaces

e Poor housekeeping systems

e  Pressure systems / boilers

14.3 Typical Health and Chemical Hazards include:
e Excessive/Prolonged noise (e.g. noisy office equipment)
e Inadequate welfare conditions/poorly maintained
e Unsuitable lighting levels
e Sources of radiation
e Extremes of temperature
e Injury through poor design of work stations / layout (e.g. ergonomic faults)
e Exposure to solvents, glues, pesticides etc.

14.4.1 In addition to physical surroundings, human factors must also be taken into account when identifying hazards. People
should be mentally and physically capable of doing their jobs safely. The workplace, the work system, the organisation of work
and the job should be designed so as to avoid sustained stress. Other human factor issues that may need to be reviewed include
violence to workers and bullying. Some groups are particularly vulnerable:

e Young workers, who have a higher accident rate
e Pregnant women

e Staff/Pupils/Visitors with disabilities

e New orinexperienced employees

e Older workers

e Lone workers

e Parents/Visitors not familiar with school grounds
e Violence, challenging behaviour and stress

See Appendix 4 (Health and Safety Risk Assessment)

15. Staff responsibilities with regard to electrical appliances or potentially
hazardous materials

Electrical Appliances

Before using any electrical appliances staff should visually check that:-

a) Power supply cables/leads are intact and free of cuts and abrasions.
b) Suitable undamaged fused plug tops are used.
c) Children will be made aware of the dangers of tampering with electrical apparatus, sockets etc.

All classroom and office appliances will be switched off at the socket at the end of each day by the appropriate user.
Chemicals, Solvents, Detergents, Copier Toner, etc.

Members of staff using these materials should familiarise themselves with the hazards associated with any potentially hazardous
materials, such as chemicals, solvents, detergents, copier toner, etc., and precautions to be taken in the event of spillage, splashes,
etc.

16. Welfare

16.1 The Board of Management of St. Mary’s National School will dedicate the appropriate resources and welfare facilities
necessary to ensure in so far as is reasonably practicable the safety, health and welfare of its employees and pupils.



The following resources have been dedicated:
e Toilet and cloakroom areas in each classroom;
e Staff toilet area;
e A staffroom in each building separate from the work area where tea and lunch breaks may be taken. Staff must co-
operate in maintaining a high standard of hygiene in this area;
e Waste disposal facilities are available;
e Hot and cold water is available;
e Towels, soap and sanitary disposal facilities are available;

Members of staff are reminded that:

i.  Any person who is under medical supervision or on prescribed medication, yet has been certified fit for work, should
notify the Principal of any known side effects or temporary physical disabilities which could hinder their work
performance and which may be a danger to either themselves or their fellow workers or pupils. The Principal, in
consultation with the Department of Education and Skills, will try to arrange or assign appropriate tasks for that person
to carry out in the interim,

ii.  Staff and students on teacher placement are not allowed to attend the premises or carry out duties whilst under the
influence of illicit drugs or alcohol. Any person found breaking this rule will be liable to instant dismissal.

17. Bullying and Harassment at Work

17.1 The Board of Management of St. Mary’s National School is committed to providing all of its staff and pupils with an
environment free from bullying and harassment. All staff members will be expected to comply with this policy.

17.2 This policy applies to employees both in the school and at work associated events such as meetings, conferences and work
related social events, whether on the school grounds or off-site.

17.3 This policy applies to bullying and/or harassment not only by fellow employees but also by a client, or other contact to
which an employee might reasonably expect to come into contact with in the course of their employment.

17.4 Any accident or incident caused by bullying or harassment must be recorded and reviewed by the Board of Management.
The Board will follow the guidance on grievance procedures for Boards of Management provided by the Catholic Primary
Schools Management Association in their handbook. Appropriate disciplinary action, including dismissal for serious offences, will
be taken against any employee who violates this policy.

18. Workplace Stress and Welfare Management

18.1 The Board of Management of St. Mary’s National School is conscious of its responsibilities with respect to recognising,
managing and controlling workplace stress. The Principal should pay particular attention to the potential risks of stress from
work-related activities and will monitor signs of stress at work and take appropriate action.

18.2 Employees who feel they are at risk from stress at work, should inform the Safety Officer and/or the Principal without any
undue delay.

18.3 Appropriate assistance will be provided to staff members to offer confidential and individual counselling when needed.
Teachers are to be made aware of the free counselling service made available through the INTO. Appropriate records will be
maintained of all stress-related complaints, incidents and follow-up action.

18.4 The Board of Management recognises that voice care is an issue of concern to teachers and teachers. Advice and assistance
will be made available to staff through the occupational health service. Steps which might be taken to assist might include voice
therapy and also, for example, the provision of voice amplification equipment in appropriate circumstances.

See Appendix 6 (Voice Care) for further information/advice.

19. Maternity Employees Policy

19.1 St. Mary’s National School must ensure compliance with its obligations under the Safety, Health and Welfare at Work
(General Application) Regulations 2007. In accordance with Part 6, Chapter 2, Protection of Pregnant, Post Natal and
Breastfeeding Employees, a maternity employee is defined as an employee who has informed her employee that she is pregnant
or that she has given birth within the past 14 weeks or that she is breast-feeding and has given birth within the past 26 weeks.



19.2 Once a maternity employee has notified the school of her condition, supported by medical or other appropriate
certificate, as outlined in s. 148 (1), the Safety Officer shall carry out a risk assessment of the areas in which the employee works
and those aspects of the work process that may place the employee at risk.

19.3 A maternity employee who feels she may be at risk should ensure that the Board of Management is informed so that the
necessary precautions can be taken.

19.4 Any incident or accident involving pregnant employees shall be attended to immediately by the Principal or Safety Officer.

19.5 The Principal or the Safety Officer shall liaise with the relevant employee to ensure that any risk is monitored and the
relevant controls are implemented.

20. Lone Workers Policy

20.1 Lone workers are those who work by themselves without close or direct supervision. Anybody who works alone or after-
hours including Teachers, Caretaker, Sub-Contractors, Self-employed People, Cleaners, Security, Maintenance or repair staff is
classed as a lone worker.

20.2 The risks associated with lone workers will be assessed as part of the risk assessment undertaken by the Safety Officer and
the Board of Management Safety Representative.

See Appendix 4(a) and 4(b) (Health and Safety Statement Risk Assessments)

20.3 While the Board of Management is responsible for protecting the safety and health of lone workers, lone workers
themselves have a responsibility to fulfil this duty so they must:
i Take reasonable care to look after their own safety and health;
ii. Cooperate with all company safety and health procedures;
iii. Not misuse any equipment;
iv. Report all accidents, injuries, near-misses and other dangerous occurrences.

20.4 If the risk assessment demonstrates that it is not possible for the work to be done safely by a lone worker, alternative
arrangements should be put in place.

20.5 Control measures must also be implemented in order to eliminate where practicable or to minimise any identified risks.

Such control measures may include:
i Communication- e.g. mobile phone, telephone or pager;
ii. Controlled periodic checks by the Principal;
iii. Instruction and training;
iv. Locking and securing of all entrances;
V. Reporting of any incidents or near misses.

21. Supervisor Safety Procedures

21.1 Teachers’ “Duty of Care” for the pupils under their control operates from school opening time at 8.40/8.50am until orderly
dismissal at 1.30/2.20/2.30pm.

21.2 Teachers are responsible for bringing their classes to and from the playground in an orderly manner and for accompanying
classes to dismissal points at dismissal time.

21.3 Teachers on duty must go to the designated classroom areas/playground in good time for supervision. A table of names for
supervision duty will be on display in the staffroom.

21.4 It is the responsibility of a teacher who is unable to supervise on any occasion to arrange to have these duties carried out by
a colleague. In the case of teacher absence through illness an emergency rota is in place and displayed in the staff room.

21.5 Teachers in adjoining rooms have a reciprocal arrangement for supervision when they leave their classrooms (e.g. for lunch,
before playground supervision, to see a parent etc). Work should be set by the class teacher before leaving.

21.6 No child should remain in the classroom or school building unsupervised during playtime.



21.7 No child is to leave the playground without the permission of the teacher in charge.

21.8 Teachers should ensure that all children have been given an opportunity to go to the toilet before the playground period in
order to reduce the need for pupils to re-enter the building.

21.9 Assistance must be sought before moving any child who is suspected of having a broken/fractured limb or other serious
injury. In the event of a pupil sustaining a head injury the following procedures shall apply:

i Parent/Guardian should be contacted immediately.

ii. If the pupil is waiting to be collected by parent/guardian (s)/he should be checked for signs of concussion and
sickness at regular intervals.

iii. If a parent/guardian is satisfied to let the child remain at school for the normal school hours, regular checking for
signs of concussion and sickness should be carried out. Parent/Guardian should be notified if the child’s condition
worsens.

iv. The incident should be logged, dated and signed in the Serious Incident/Accident Log.

See Supervision of Pupils Policy.

See Appendix 7(a) (Incident form)

22. Fire Protection, Prevention and Evacuation

22.1 Fire Protection

It is the responsibility of the Safety Officer to ensure that:
i A fire alarm system is in place;
ii. Fire extinguishers are provided and correctly situated to meet statutory and insurance requirements;
iii. Each fire extinguisher has instructions for its use;

iv. All fire-fighting equipment is regularly tested and serviced by specialised contractors;
V. All fire exits and emergency paths of egress are identified and kept clear at all times;
Vi. Fire drills take place at least once a term;
vii. Emergency fire alarms are clearly marked;
viii. All doors, corridors and fire doors are kept clear of obstruction. Each teacher who has an exit in his/her classroom
must ensure they are kept clear;
ix. Assembly areas are designated outside each building and the location is specified;
X. All recommendations made by a fire officer in addition to these provisions shall be implemented.

22.2 Fire Prevention

It is the responsibility of the Safety Officer to ensure that:
i Fire extinguisher inspections and analysis of potential fire hazards are regularly carried out by MSC Fire Products Ltd.;
ii. Liaison with relevant authorities takes place as is necessary.

22.3 Evacuation

22.3.1 An evacuation procedure has been prepared as per S.18 (2) Fire Services Act 1981 and is provided to each
employee. Evacuation drills will take place at least once per term, or more often if required. Employees are reminded to
familiarise themselves with the premises. This is organised by the Principal and Deputy Principal.

See Appendix 2 (Fire Drill/Evacuation Policy) and Appendix 3 (Advice from Dublin Fire Brigade Headquarters.)

22.4 Smoking

22.5 Smoking and vaping is prohibited on school grounds, including on the school yard.



23. Duties of Employees

23.1 The attention of employees is drawn to the following duties of persons employed as set out in Section 13 of the Safety, Health
and Welfare at Work Act 2005.

“S.13 - An employee shall, while at work—

(a) comply with the relevant statutory provisions, as appropriate, and take reasonable care to protect his or her safety, health
and welfare and the safety, health and welfare of any other person who may be affected by the employee's acts or
omissions at work,

(b) ensure that he or she is not under the influence of an intoxicant to the extent that he or she is in such a state as to
endanger his or her own safety, health or welfare at work or that of any other person,

(c) if reasonably required by his or her employer, submit to any appropriate, reasonable and proportionate tests for
intoxicants by, or under the supervision of, a registered medical practitioner who is a competent person, as may be
prescribed,

(d) co-operate with his or her employer or any other person so far as is necessary to enable his or her employer or the other
person to comply with the relevant statutory provisions, as appropriate,

(e) not engage in improper conduct or other behaviour that is likely to endanger his or her own safety, health and welfare
at work or that of any other person,

(f) attend such training and, as appropriate, undergo such assessment as may reasonably be required by his or her employer
or as may be prescribed relating to safety, health and welfare at work or relating to the work carried out by the employee,

(g) having regard to his or her training and the instructions given by his or her employer, make correct use of any article or
substance provided for use by the employee at work or for the protection of his or her safety, health and welfare at work,
including protective clothing or equipment,

(h) report to his or her employer or to any other appropriate person, as soon as practicable—

(i) any work being carried on, or likely to be carried on, in a manner which may endanger the safety, health or welfare
at work of the employee or that of any other person,
(ii) any defect in the place of work, the systems of work, any article or substance which might endanger the safety,
health or welfare at work of the employee or that of any other person, or
(iii) any contravention of the relevant statutory provisions which may endanger the safety, health and welfare at work
of the employee or that of any other person, of which he or she is aware.
(2) Anemployee shall not, on entering into a contract of employment, misrepresent himself or herself to an employer with regard
to the level of training as may be prescribed under subsection (1)(f).”

And s.14 which states:
“14.—A person shall not intentionally, recklessly or without reasonable cause—
(a) interfere with, misuse or damage anything provided under the relevant statutory provisions or otherwise for
securing the safety, health and welfare of persons at work, or
(b) place at risk the safety, health or welfare of persons in connection with work activities.”

24. Accident/Incident Reporting

24.1 All potential serious accidents, whether involving employees, pupils or members of the public must be reported immediately
to the Principal. This is necessary to monitor the progress of safety standards and to ensure that proper medical attention is given
where required. An accident report file should be retained for recording of all such accidents.

See Appendix 7(a) (Accident Report Form) and 7(b) (HSA Accident/Incident Record Form)

25. General Safety

25.1 The aim of the Board of Management is to provide a healthy and safe working environment. This can be achieved with the
help and assistance of all employees and by pupils by:

i Observing the general rules of safety.
ii. Using all plant, machinery and equipment in a safe and proper manner.
iii. Employing all proper procedures when carrying out tasks and ensuring that no practices are used which may act as a
source of danger to themselves and to others.

iv. Keeping work areas clean and tidy at all times.
V. Making sure all corridors and passageways, particularly those leading to escape routes are kept free of obstruction at all
times.

Vi. Taking care that fire points are not blocked or covered up in any way and they are ready for use if the need arises.



26. Concluding Comment

26.1 This Safety Statement has been prepared based on conditions existing in both premises of the school at the time of writing.
It may be altered, revised or updated at a future date so as to comply with any changes in conditions. This policy is in keeping with
the provisions of our Child Protection and Code of Behaviour Policies.

27. Review

27.1 The Health and Safety Policy will be reviewed each calendar year. If new buildings are erected or internal structural changes
are carried out, the policy will be reviewed in the light of the changes necessary and ratified at the following Board of Management
meeting. The checklist will be updated at any time to reflect changes in conditions.



Appendix 1 - Recommended First Aid Contents
Recommended First Aid Contents

Contents
1-5 persons 6-25 26-50
Materials persons persons

Adhesive plasters 12 20 40
Sterile eye pads (Bandage attached) 2 2 4
Individually wrapped triangular bandages 2 6 6
Safety Pins 2 6 6
Medium individually wrapped sterile un-medicated 2 6 8
wound dressings (approx. 10 x 8 cms)
Large individually wrapped sterile un-medicated 1 2 4
wound dressings (approx. 13 x 9 cms)
Extra-large individually wrapped sterile un-medicated | 1 3 4
wound dressings (approx. 28 x17.5cms)
Individually wrapped wipes 8 8 10
Pairs of Latex gloves 1 2 2
Additionally, where there is no clear running water, 1 2 2
sterile eye wash (b)

*Pro-rata provision should be made for more than 50 persons.



Appendix 2 - Fire Drill/Evacuation Policy of St Mary’s National School

Introduction

The fire drill/evacuation policy of St Mary’s National School has been produced following a collaborative consultation process by
staff in response to changing circumstances in the school.

It is the responsibility of the Principal and Safety Officer to ensure that fire evacuation drills are carried out.
Assembly Points

Belmont Avenue Campus: All Junior Infant classes and teachers in Belmont Campus will assemble against the back wall of their
yard in their designated area. All Senior Infants and First Class pupils will line up against the wall in the front yard in their designated
area.

Mount Eden Road Campus: All children in Second, Third and Sixth Class, along with the Special Class, will exit via the fire escape
doors located in their classrooms on the ground floor and line up in their designated areas on the basketball court. Pupils in Fourth
and Fifth Class will descend using the stairs nearest to their classroom and exit the building using the doors located at the bottom
of the stairs and will line up in their designated areas on the basketball court.

Frequency of Drill

A fire drill will aim to take place once per term. The initial fire drill will be held at a predetermined time. The procedure should
be thoroughly practised with all classes beforehand. Thereafter, the fire alarm bell will be sounded without warning whereupon
the building must be evacuated immediately. One of these will be organised by the Principal and Safety Officer and will be
unannounced to teaching staff and pupils. Fire Drills should take place at different times of the day and teachers need to be
aware of exit procedure from hall/library etc.

Maintenance of Alarm

e The fire alarm will be tested annually by an external servicing company.
e Fire extinguishers are located in designated areas around both buildings and are serviced annually.
e Fire alarms are located at:
e Belmont Avenue Campus - Front door, fire exit beneath the stairs and at the top of both sets of stairs.
e Mt. Eden Campus - Front door and all emergency exit doors located in the classrooms, bottom of each stairwell, in
the hall, outside the bathrooms adjacent to the hall, beside the library and at the end of the long corridor to the back
of the school building.

Alarm Operation

Anyone discovering an outbreak of fire must, without hesitation, sound the alarm by operating the nearest fire alarm calls point.

Rationale
This policy aims to:

e Prevent panic and ensure the safe, orderly and efficient evacuation of all occupants of the school using the exit facilities
available, and to train the mind to react calmly and rationally when confronted with a fire or other emergency at school
or elsewhere.

e Enable the school to provide for the immediate needs of students, staff and visitors in the event of a fire.

e Have in place appropriate safety procedures which comply with the Health, Safety and Welfare at Work Act.

e Ensure a safe school environment for all.



The school is committed to the care of the whole school community and the provision of a safe and secure environment for
learning. This policy is in keeping with those ideals.

Aims/Objectives

To utilise outside agencies (local fire station, fire officer) for training and staff development, so as to enhance safety
procedures.

Fire drills are intended to ensure, by means of training and rehearsal that in the event of fire:

The people who may be in danger act in a calm and orderly manner.

Those people who have designated responsibilities carry out their tasks to ensure the safety of all concerned.

The escape routes are used in accordance with a predetermined and practised plan.

Evacuation of the building is achieved in a speedily and orderly manner.

To promote an attitude of mind where by persons will react rationally when confronted with a fire or other emergency
at school or elsewhere.

Internal Procedures

In the event of a fire, the following steps must be taken.

Evacuation

Activation of fire alarm (by Principal/Caretaker/Safety Officer in case of drill)

On hearing the fire alarm, pupils must be instructed to leave the building in single file and in a calm, orderly manner. The
person in charge of each class must indicate the exit route to be used and everyone must be directed to a predetermined
assembly point.

All occupants of the building should leave immediately on hearing the fire alarm.

In all classroom/resource areas, children are to stand up, push their chairs under the tables and calmly walk in a single
file to the door. No possessions should be taken.

All teachers must check the class toilets before vacating the room and close the classroom door on evacuating.

The SNAs will assist designated children needing assistance.

Children who have been withdrawn from their class for support should be brought to their assembly point by the S.E.T.
teacher

SET teachers who are supporting a teacher in a classroom should assist evacuation of that class.

Children (especially younger ones) should be reassured and told that there is no need to panic.

No running is to be permitted.

On staircases everyone must descend in single file. Overtaking of classes or individuals must not be permitted.

Lifts must not be used.

Any child who is not in class when the fire alarm sounds must go immediately to the assembly point.

The first teacher to reach the exit will open both doors to facilitate a quick exit by all classes.

Assembling the Students

During evacuation and on assembly, absolute order and attention must be maintained. Pupils must be able to hear clearly any
instructions given by the teacher. Principal/Secretary will bring a mobile or handset to assembly. All outbreaks of fire or any
suspected fire, however small, should be reported immediately to the Fire Brigade by the quickest means available.

Each class is to assemble at the designated fire assembly point.

Each teacher will take the roll copy with the class list of their own individual class with them and call the roll on reaching
the fire assembly point. Secretary should bring the Visitor Book and check that all other adults in the building are
accounted for. If visitors are in the school, it must be ascertained that they have evacuated the building.

Principal will remain in the assembly point and obtain the following information — Missing Report (name of
teachers/adult, room name and pupils) and time taken to evacuate the building. Each teacher must communicate that
everyone in their charge is accounted for or to inform him/her of any persons missing.

Pupils can only return to the classroom once permission has been given to do so and the alarm is deactivated at the end
of the drill. Return to the room should be quiet and unhurried.

Specific arrangements must be made for pupils requiring support to ensure that they are assisted during evacuation.



e Noone must be allowed to re-enter the building until told to do so by the Fire Service in attendance, or, in the case of a
fire evacuation drill, the person in charge.

e ThePrincipal should meet with the fire brigade and immediately inform them whether or not all persons have been safety
evacuated,

e Inthe case that the Principal and/or Secretary are not on site, responsibility will fall to the next most senior member of
staff on site at the time to fulfil these duties.

Roles and Responsibilities

All teachers are responsible for the safety and well-being of the pupils in their care. Each teacher must ensure that they have
thoroughly prepared their class for a fire and evacuation of the school. Children should know the procedure for exiting the
school/assembling for roll call when they are out of their classroom, e.g. with S.E.T. teacher, on a message, during P.E., from the
Library/Hall, split class when teacher is absent etc. The Principal has overall responsibility for ensuring proper procedures are in
place. Fire drill schedules are part of the post of responsibility within the in-school management structure of St Mary’s National
School.

Fire Safety week takes place in October each year and during this week all classes should dedicate specific lessons to fire safety in
the home and at school.

Evaluation

The efficacy of fire safety procedures in the school can be evaluated by means of:

® Feedback from all stakeholders
® Assessing the success of achieving a coordinated and orderly evacuation in the shortest time possible
® Annual reviews

References
® National Safety Council - https://www.nsc.org/home-safety/safety-topics/emergency-preparedness/fire
® Department of Education: Responding to Critical Incidents — https://www.education.ie/
® |Irish Primary Principals' Network - www.ippn.ie
® Dublin City Council-Fire Safety at School - https://www.dublincity.ie/residential/dublin-fire-brigade/



https://www.nsc.org/home-safety/safety-topics/emergency-preparedness/fire
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/Responding%20to%20Critical%20Incidents.pdf
file:///C:/Users/Amy/Downloads/www.ippn.ie
https://www.dublincity.ie/residential/dublin-fire-brigade/fire-prevention-and-community-fire-safety/community-fire-safety/fire-safety-school

Appendix 3 - Advice from Dublin Fire Brigade Headquarters

Three golden rules:

Look around your school - eliminate the hazards
Install a fire detection and alarm system to give early warning
Prepare an evacuation plan and practice it regularly

Fire Safety Routine in Schools

Attention to the following fire precautions should become a routine to be followed carefully:

Ensure that all escape routes from the school are maintained free from obstruction and readily available at all

times. Doors on escape routes should never be locked when anyone is in the building and exit doors should be easily
and immediately able to open from the inside.

Fire doors should be kept closed at all times. These can only be held in the open position by an electromagnetic hold
open device connected to the fire detection and alarm system.

Implement a regular system of inspection of first-aid fire-fighting equipment such as fire extinguishers and hose-reels.
Test fire detection and alarm system and emergency lighting regularly, keeping a record of inspection results and action
taken in the Fire Safety Register.

Maintain fire instruction notices in legible condition and accessible positions -

Ensure that periodic fire evacuation drills are carried out.

Train all members of staff to use first-aid fire- fighting equipment and the action to be taken in case of fire.

Do not allow the storage of combustible materials in staircase enclosures or under any staircase and along escape
routes such as corridors.

Take adequate precautions when using paper or other flimsy materials for decorations, and never use cotton wool for
this purpose. Do not suspend such decorations from light fittings or near heating appliances.

Exercise great care during the performance of school plays and at school parties so that there is no likelihood of
costumes or props catching fire.

After-School Hours

Carry out an inspection to ensure:

That all heating devices, gas fittings and other heat producing appliances have been turned off and left safe

That there is no combustible material of any description near a possible source of ignition

That all potentially dangerous chemicals in Laboratories are safely stored

That all cleaning materials (oily rags, polishing cloths, mop-heads, etc.) are properly stored in suitable store room with
the door closed

That rubbish and combustible waste are not allowed to accumulate in Laboratories, Workshops, Craft Rooms, Boiler
Rooms, or elsewhere in the building

Assembly Point

An area outside the school premises must be designated as an assembly point.

It must be clearly marked and easily identified.

The assembly point must be far enough away from the school premises to afford protection from the heat and smoke in
a fire situation.

The assembly point must be in a position that does not put pupils and staff at risk from emergency vehicles responding
to the incident.

Roll Call

Attendance registers and visitors book should be held at a central point and must be brought to the assembly point
when the alarm sounds



® One person should be nominated to have overall responsibility to ensure that a roll call is conducted in the event of
evacuation of the premises

® When classes have assembled at the assembly point, a roll or count must be made immediately to ascertain that no has
remained in the premises
Any visitors or contractors in the premises at that time must be included
The count at the assembly point must be checked using the attendance registers and visitors book to verify that
everyone is out of the building

® Each teacher must report to the nominated person in charge of the evacuation procedure to verify that everyone in
their charge is accounted for or to inform him/her of any persons missing.

Meeting the Brigade

The person in charge of the roll call must identify him/herself to the Fire Brigade on their arrival. In doing so vital information
can be relayed to the Fire Officer, which will dictate the necessary actions to be carried out by the Fire Brigade.

Typical information the Fire Brigade will want to know:
® |s everyone accounted for?
If anyone is missing:

® How many? What is their usual location? Where were they last seen?
Where is the fire? What is on fire? (It may not be apparent).
Are there any hazardous substances involved in the fire or stored in the building? (i.e. Chemicals, Solvents, Liquefied
Petroleum Gas or Acetylene Cylinders etc).

Instruction, Training and Recording

During the first week of term or as soon as practically possible, all new entrants, including pupils, staff or support staff, should be
conducted around the primary escape routes of the school. They should also receive instruction on the school fire evacuation
routine.

® All members of the staff should receive instruction and training appropriate to their responsibilities in the event of any
emergency.

® All members of staff should each receive a personal copy of prepared written instructions. They should receive
instructions given by a competent person annually. Such instruction should include details of how to call the Fire
Brigade. In the case of newly appointed staff, instruction should be given as soon as possible after appointment.

A record of the training and instructions given and fire drills held, should be entered in the Fire Safety Register and will include
the following:

Date of the instruction or fire drill
Duration

Name of person giving the instruction
Names of persons receiving instruction
Nature of instruction or fire drill

Fire drills, which may be combined with the instruction given above, shall be carried out at least once per term. The fire drill
should simulate a situation where one escape route is not available. Each fire drill should be started by a predetermined signal
and the whole premises checked as if any evacuation was in progress.

In large premises a specific person shall be made responsible for organising staff training and the name of one other nominated
person to coordinate the actions of the staff in the event of fire. Effective arrangements should be made for a deputy or
deputies to carry out the above duties in the absence of the nominated persons.



In smaller premises one specific person shall be made responsible for organising staff training and for coordinating the actions of
the staff in the event of fire. Effective arrangements should be made for a nominated deputy to be available to carry out the
above duties.

Frequency of Fire Evacuation Drills

Fire evacuation drills should be held at least once per term, preferably at the commencement of each term.

For more information

Dublin Fire Brigade Headquarters
165-169 Townsend Street
Dublin 2

Tel: (01) 673 4000

Fax: (01) 673 4085

Email: fire@dublincity.ie

Facebook Twitter Google+ Pinterest Email Share



mailto:fire@dublincity.ie
http://www.dublincity.ie/#facebook
http://www.dublincity.ie/#twitter
http://www.dublincity.ie/#google_plus
http://www.dublincity.ie/#pinterest
http://www.dublincity.ie/#email
https://www.addtoany.com/share#url=http%3A%2F%2Fwww.dublincity.ie%2Fmain-menu-services-dublin-fire-rescue-and-emergency-ambulance-service-fire-safety-legislation-fire-2&title=Fire%20Safety%20at%20School

Appendix 4 - Health and Safety Statement Risk Assessment

Site Location: Belmont Avenue and Mount Eden Road Campuses

Carried out 14/09/2023 by Amy Moran, Andrew Furlong and Aisling Dillon

Isthe

hazard What s the Risk Controls

present? risk? rating (When all controls are in place risk will be reduced)
Y/N

Isthis Signature and date|
. Action/to do list/outstanding Person g .
control in when action

controls responsible
place? completed

Hazards

Classroom - No.1 Slips, Trips and Falls

Spills, e.g. liquidspills, . . H Spillsdealtwithimmediately Y
. Injuryduetoslip, - -
drinks, art/crafts trio fall H Absorbentmaterialusedto soakupthespill Y
materials P H Absorbentmaterialslocated nearhighspillriskareas Y
Mat ded for two d
o . Injury fromslip, Highriskareasforslips, trips, andfallsareidentifiedand @ S neede ?r YVO B Safety
High-riskslip andtripareas . H . Y leading to outside in Mount .
triporfal dealtwith Committee
Eden
H Schoolequipmentisstored tidily Y
Inadequate storage . ) H Schoolbagsstoredtidily Y
. Injury fromslip, - -
ofschool equipment trinorfal H Studentbelongingson hooks,placedinlockersor safely| Y
andpersonal belongings P underdesks
H Floorsandaccessroutesare keptclear Y
H Matsandrugsareproperly designed/fitted
. ) H Heavy matsareusedasnecessary
Inadequately fitted mats or Injury fromslips,
auately J. Y P H Matsarerecessed intoflooringwherepossible
rugs tripsand falls - -
H Weightededgesareusedwhere possibleoredgesare
fixedinplace
proneto constant Injury fromlips, H Allareaspronetoconstantwettingareidentified Y Mats needeq for 'Fwo ex’FernaI Saf ety
wettin tripsand falls H Thereisadequatelocal drainage doors leading directly into C itt
& P a g Y classrooms (Mount Eden) ommitiee
Transition areas . ) Areaswherepedestriansmove between surfaceswith See above. Also, some mats
- Injury fromslips, i o . . Safety
(Transition trinsand falls H  |very differentlevelsofgripare identified, e.g. fromwetsurface]  N/A not properly fitted — leaving a c itt
areasare P to adrysurfaceorviceversa gap between door and mat. ommitiee
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areaswithasudden H Precautionsaretakentoremove excessmoisturefrom Mostly
changeinthe levelofgrip) footwear
H Matsareproperlydesignedandinstalled Mostly
Areasareidentifiedwherelevels change, e.g.slopes,ramps,
H steps/ stairs, unexpected holes, bumps, drainage Y
channels
Injury fromslips, H Slipresistantsurfacesareensured Y
Levelchanges . — -
tripsand falls H Properlightingis provided Y
H Changesin levelsare highlighted Y
H Draincoversareinplace Y
H Thetopandbottomofstairways arekeptcleanandtidy Y
Iniury fromlins H Notrailingcablesandhoses
Cablesand hoses J. Y = H Electricaloutletssitedtoavoid trailingcables
tripsand falls
H Retractable reels used
H Poorlymaintainedordamaged floorsorpavingidentified
Damaged flooring/ Injury fromslips, ry - - g paving
. . Repairscarriedoutandstepstaken topreventfuture
paving tripsand falls H
damage
H Slippery surfaces are identified - as a rule of thumb, high gloss,]  N/A
highly reflective=highrisk
. ) - — - - Mats needed for two external
, Injury fromslips, Considerationisgiventochanging ortreatingfloorsurfaces]  N/A . . . Safety
Slippery surfaces . H L . . . . doors leading directly into .
tripsand falls -this mightincludeadditionofslip resistantmaterials . Committee
- ——— - classrooms in Mount Eden
H Particular attention is paid to areas that may become slippery|
during severeweather Y
H Asfaraspossible,drycleaning replaceswetcleaning Y
H Asystemisusedtokeep pedestriansawayfromwet/ Y
moist floors,e.g.warning signs
Cleaning andwashing Injury fromslips, H Where wet cleaning, detergent is used and water is at the
floors tripsand falls right temperature Y
H Washing of floors is done Outside of school hours Y
H Excess liquid is removed to assist the floor drying process. As
far as possible, the floor is cleaned until dry Y
Injury fromslips, Wherewarningsignsareused theseareremovedwhen
Over-used warningsigns J. Y w H NgsIs . Y
tripsand falls nolonger required
Shoes/ footwear with Injury fromslips, H Suitableslipresistantfootwearis providedandwornas

poorslip resistance

tripsand falls

needed

27




Broken, tables,chairs or
other furniture items

Fallsandrelated
injuries

Brokenfurnitureremovedfrom service until repaired or
replaced

Liquidspills, burns

Slips, Trips, Falls,
Injury, Burns

All staff members utilise covered travel mugs/ flasks
Students remain seated and are requested to exercise due
caution when having hot drinks forlunch
Lunchtimesaresupervised byteachers

Allstaff
members

Defective portable
electrical equipment
Exposed wiring/live
parts/Failurein earth

Electrocution

Fire

Burnsfrom hot
surfaces

Defectiveelectricalequipmentshall beclearlyidentified,
labelledasoutof use,andstoredseparatelytoprevent
accidentaluse or disposed of

Visualchecks carried outasfollows:
Tools/appliance
On/offswitchisworkingcorrectly
Nosignsofdamagetocasing
Noloosepartsormissingscrews
Livepartsareproperlyguardedsoasnot tobeinadvertently
accessible
Cables Securelyanchoredtotheplugwith
nosignsofcuts, frays, brittleness, leads kinkedorcoiled,
tapedjoints, overloading(overheatingindicatedby colour
changeorsmell),cablecoresnot externallyvisible
Plug Securelyanchored,nosignofcracked casing,
overheating,looseorbentpins
Socketoutlet
Nocracksordamageorsignof overheating
Report defects to person in control of the workplace to
ensure all items are repaired orreplaced.

Electrical equipment
subject toheavy
wearand tear

Electrocution

Portableelectricalequipmentistested periodicallybya
competentpersonand records of thetestkept

Electrical equipment
becoming live

Electrocution

Wherepowertoolsareusedoffthemains supplythesource
of supplymustbefitted
withanRCD (residualcurrentdevice)

Toolsandotherportableequipmentare onlypluggedinto
acircuitprotectedbyan RCD
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TheoperationoftheRCDischeckedby pressingthetest
buttonregularlyandthe RCDistested periodicallybya
competent persontoensurethatitoperatesatcorrect
leakage current (leakage current not exceeding30mAina
timeofnotmore than0.3seconds)

Sharpknives andcutters

Cuts/ lacerations

Studentsare not permitted to use sharp knives

Kniveskeptsharp(bluntknives requireadditionalforcein
use leadingtoaccidents)

Knivesandcutterscheckedfor damagedbladesor
handles oncepertermanddisposedofifdamaged

Knivesandcuttersstored separatelytootherequipment

Knivesarewashedinsink separatelyfromotheritems of
equipmentandneverleft soakinginsink

Relevantemployeesareaware ofthehazardsand
precautions thatmustbetakenwhenusing chemical
products/materials.

Whenchoosingchemicalcleaners foruseintheclassroom

. Respiratol .
Fumes from paintsand irrit;ionanrc;l theleast hazardousproductispurchased
glues oroblems Chemicalproducts/materials arelabelledandstoredsafely
in accordancewithmanufacturer’s requirements
Students/staffdonothaveaccessto chemical
products/materials
Defectiveelectricalequipmentshall beclearlyidentified,
Damaged electrical labelledas

fittings and Electrocution outofuseandstoredseparately topreventaccidentaluse.

equipment Report defectstopersonincontrolofthe workplaceto

ensureallitemsare repairedorreplaced

Windowpoleorstepladderused toopenwindowsat

Accessing high windows Falls heightthatdo nothaveopeningmechanismat ground
level
Asphyxiation,
Solventsand Py I.I .
. Explosion, Solventsand flammablematerials
flammable materials Fire
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arestoredin accordance with manufacturers
instructions outside of classrooms and the
children aren’t permitted to use them.

Burns
Defective portable Electricshock See’Classroom- No.3Portable
electrical appliances . Electrical Appliances’
Electrocution
Studentsandstaffinformedofestablished schoolcode of
behaviourrelevantto behaviourinplayground
Playgroundsupervisionrosterestablishedand Allstaff
Slips, Trips. Falls Injury Ver p
implemented members
Conditionofplaygroundinspected by supervisingstaff
members
Whereappropriate, protocol established for checking Caretaker,
Dangerous objectsin Iniur playgroundfordangerousobjects, syringesetc.Useof teachers,
playground jury protectiveglovesand dedicatedsafebinsforstorageof special needs
dangerous materialsbeforedisposal assistants
Access assistance from nearest staff member
. Bringstudentinside (where appropriate to move them)
Incident ofsudden - . . . .
sickness/ Illness, injury, andadminister appropriatefirstaid Allstaff
L trauma Informthe Principaland decide onappropriate further members
injuryinthe playground . .
actionor medicalreferral.
Complete accidentreport formforschool
records
Accessassistancefromneareststaffmember onduty
Aggressive orviolent Sendaresponsiblestudenttothestaff-room togetfurther Allstaff
behaviour inthe Injury assistance
e members
playground Informthe Principal
Followestablished proceduresinschool's Code of
Behaviour

General School - No. 9 Student Considerations
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Signature and
date when
action
completed

Person

Yesor No :
responsible

If yes, what additional actions may be required

Aretherestudentswithdisabilities including
physical disability, vision impairment,
hearingimpairment, intellectual disability or
mental health condition?
Avretherestudentswhosefirst languageis
notEnglishandwhomay requireextrafocus| N
withrespectto safety, healthand welfare?
Avretherestudentswithchallenging behaviour,

Thesuitability of the task is risk assessed
Ensurestudentsunderstandteacher’sinstruction Ensureaccess/egressisnotrestricted

Ensure students understandteacher’s instruction
Place signage inappropriate locations as directed by teacher

thatcouldincreasethe potential forinjuryto| Y Develop aschool policy for handling challenging behaviour C Safer
ommittee
occur?
Isthe Controls Isthis Signature and
hazard Whatis the Risk : o : Action/to do Person date when
Hazards . - (Whenall controls are in place risk will controlin . : . .
present? risk? rating list/outstanding controls responsible action
be reduced) place?
Y/N completed
General School - No.10 First-Aid
Injuries First-aid kitsare keptwell stocked inaccordance
couldbe withthe Healthand Safety Authority guidelines| Y

seriousor life

Inadequate first-aid threatening if

Specificresponsibility hasbeen giventoa
designatedemployeefor restocking thekits Y

equipment/ kits Y not dealt
with quickly Defibrillators (wherepresent)are maintainedin| Y
and accordance withthe manufacturer’sinstructions
appropriately
Injuries Theappropriate number of occupational first- NEED TO TRAIN AT
. . couldbe aidersareavailableduringworking hours LEAST ONE
a:)nggf?g?;;q&ﬂ?é%?s N serious c_)rlift_e Wheregppropria_teapgrson competent intheuse OCCUPATIONAL Cosrzﬁﬁmee
threatening if ofadefibrillator isavailable. Staffand students FIRST-AIDER

not

shouldbeaware of whothe occupational first-
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dealtwith
quicklyand
appropriately

aiderisand howtoalerthim/herinemergencies. It
is good practicetoensurethename (and
perhaps photograph for largerworkplaces and
workplaceswith people of many nationalities
present)ofthe occupational first-aiderisclearly
visibleonstaffor student notice boardsinand
aroundthe school

Ifoccupational first-aideristemporarily
unavailable analternate personis designatedto
takeoverintheeventofan accident

REVISION OF FIRST
AID COURSE NEEDED
IN JANUARY 2025 FOR

GENERAL STAFF

Studentswith temporary
illnessora chronic
medical
condition

Dangerof
injury,
seizureor
death

Theschool obtainswrittenandsigned consent
fromthe student’s parents/ guardians to
administer medicationalongwiththe

appropriateinstructions

Atleasttwomembersofstaffagreeto takeon
the responsibility ofadministering medication

See administrations of
medicine policy

Designatedstaffshouldbeinstructedand trained
intheappropriate procedure

Regularreviewandmonitoring ofthe policy and
procedures

Board of Managementestablishesaschool
policyonadministrationandstorage of
medicinesand medical devices

Designated teachers should be aware of the
condition and its symptoms, the medication
and required dosage and the frequency and
manner of administration. Medication
should be stored securely in the Principal’s
office or staff room, should be clearly
labelled and identified with the student.
School keeps written record of dates and

times when medication was administered. In
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case of particularly complex or life -
threatening medical conditions, the school
should consider requiring parents to arrange
for the administration of medication by a
parent or medical professional

Electrical faults

Electrocution
Electric shock
Fire

Electrical socketsnot overloaded

Equipment checked prior to use for faults

Allelectrical faults reported to designated person.
Defective electrical equipment shall beclearly
identified, labelledasout of use and stored
separately to prevent accidental use. Report
defects to person in control of the workplaceto
ensureall items are repaired or insert‘See
ClassroomNo. 3 Portable Electrical
Appliances’

< <

Fire

Firecausing
deathorinjury

Allteachersknow howtoraise thealarm and
contacttheemergency services
Allteachershave receivedtrainingonhow touse
fireextinguishersandfireblankets

There isanaccessible fire extinguisher in
classroom or hallway close to classroom

Restricted access/egress

Delaysin
exiting
buildingsafely
intheeventof a
fire

Fireexitdoors (including those located in
classroom or office) checked weekly to ensure
they openproperly

Exit routes kept free from obstruction

School emergency evacuationplanhas been
developedwhichcoversallareas, processes
andidentifiesthose peoplewho maybeat
specialriske.g. visually impaired orthose
working innoisyenvironments. Thisplanhas
beenbroughttotheattention ofschool userson
aregularbasis
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Fire- Access/ Egress

Deathor
injury

Allfiredoorsare marked with‘Fire door, keep
closed’safety sign

Allfiredoorsshould befittedwithan automatic
self-closing device (See Building Regulations
2006, Technical Guidance DocumentB, Fire
Safety)

Electrical faults

Electrocution
Shock
Fire

Electrical socketsnot overloaded

Equipment checked prior to use for faults

Allelectrical faults reported to designated
person. Defectiveelectrical equipmentshallbe
clearly identified, labelledasoutof useand
stored separatelytopreventaccidental use.
Report defectsto personincontrol of the
workplace toensureall items are repaired or
replaced. See ‘Classroom-No.3Portable
Electrical Appliances’

< <

Fire

Burns

Fireextinguishersin place and accessible

Useof candlesor other naked flamesstrictly
controlled

< <

Improper storage of
solventsand flammable
materials

Firecausing
deathor
injury
Asphyxiation
Explosion

Solventsorother highly flammable materials
storedin accordance with manufacturers
instructions

Ensure users of chemicals are aware of the
hazardsand precautions that must be taken
when using chemical products.

Combustible materialsmustbe storedin
appropriate conditionsas per manufacturers
storageguidelines

Chemical productsare labelled and stored safety
inaccordancewiththe manufacturer’s
requirements
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Firecausing Fireextinguisher(s)in place, suitable for thefire
Fire deathor H | type&servicedannually (atleast1x5kgCO2 Y
injury extinguisher)
H Exit routes kept free from obstruction Y
Restricted access/egress M External lighting on exit routes operational and Y
switched onduring event
. H Fir mbly point(s) marked clearl
Delaysin ireasse bypgl t(s) al ed.c early N
o H Emergency lighting operational Y
exiting —
o Final fire exitdoors checked to ensure they open Y . .
buildingin | H Fire assembly point not
4 freely beforeevent . Safety
eventoffire - - marked in Mount Eden .
Emergencyevacuation planexplainedto Committee
Smoke H . campus
inhalation audience before each performance/event Y
BUMS H Person designated to raise the alarm and contact
the emergency services Y
Personsassistingateventbriefedontheirrolein
fire evacuation Y
Firealarmtested at reqular intervals Y
Delaysin Fire exitdoors (including those located in
exiting H | classroomor office) checked weeklytoensure v
Restricted access/egress building they openproperly
safelyinthe H School emergency evacuation planhasbeen
eventofa fire developedwhich coversallareas, processesand v
identifies those people who may be at special risk
e.g. visually impaired or those working in noisy
environments. Thisplan has been brought tothe
attention of school users ona regular basis
All fire doors are marked with ‘Fire door, keep
H ’ H Y
closed’ safety sign
Fire- Access/ Eqress Deathor Allfire doors should befitted withanautomatic
injury H self-closing device (See Building Regulations v

2006, Technical Guidance Document B, Fire
Safety)

35




Solventsorother highly flammable materials
stored in accordance with manufacturers
instructions

Ensureusersand staffwhomay becomeinto
contactwith chemicalsareaware ofthe

Firecausing hazardsand precautionsthatmustbe takenwhen
Improper storage of deathor using chemical products.
solventsand flammable injury Chemical productsare labelled and stored safely
materials Asphyxiation inaccordancewiththe manufacturer’s
Explosion requirements.
Combustible materialsmustbestored in
appropriate conditionsasper
manufacturersstorageguidelines. Waste
materials cleared away after each classand
disposed of appropriately
Fireextinguisher(s)inplace, suitable forthe fire
typeandservicedannually (atleast1x 5kg CO2
Firecausing extinguisher)
Fire deathor Allteachersknowhowtoraisethealarm and
injury contacttheemergency services. They shouldalso
receivetrainingonhowto use fireextinguishers
andfireblankets
External lighting isadequateand isswitched on
Poor lighting Slips, tips fall wheneveningeventsareplannedsuchas

concerts, parent/teacher meetings, hall used by
clubsorsocieties

Holes/ damaged surfaces

Slips, trips, falls

Car park surface and other external areasare
checked onaweeklybasisfor brokenglass,
hazardous conditionsandpotholes

Contact with broken
glass

Cuts

Brokenglassshould be removed. Replacement
glassshouldbeinstalled inbuildingsatthe

earliestopportunity
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. Gritor saltavailable for walkwayswhichare Y
Slippery vvﬁ.leIQNays dueto Slips, trips,fallg M pronetoice
M Caretaker appliessaltor gritinicy weather Y
H | Traffic management system should be in place v
Pedestrianroutes/parkingareasare clearly marked
Injury dueto H andappropriatesignsinplace. vy
Person being struckby person being Controlsin place aroundappropriate timesfor Our assembly points need| Safety
vehicle struck by visiting vehicles deliveries and collections permanent signs Committee
vehicle Assembly points foremergency evacuationsare v
M | clearlymarkedandarenotlocatedinanarea
likely to be required by the emergency services
Poorly identified stepsand . . Stepsand stairwaysare adequately litand clearly
Stairways Slips, tips,fally H marked/highlighted
Lackof handrails onsteps Slips,trips, falls; H Allstepshavehandrail ononesidewhere
necessary
Unguarded edges Falls H Where necessary aII_drops orplatforms have
fencing/guardingto preventfalls
: Access to rivers, streams or ditches running on or
Unfenced ditches or Drowning H adjacent to school property are adequately
streams
fenced off
Delayed H Adequate lighting atentrance/exit (inside and
Poor lighting onaccess/ escapein out)
egressroutes (insideand eventofa fire
outside) orother H Fireexitsclearly marked
emergency
Triphazards including
mats’ brok(_en Trips,slips and Notrip hazards onentrance/exit routesoron
tiles, holesin H
. falls walkways
floor, trailing
cables
Doorswith broken Handiniuries H | Doorscheckedandrepairedwhen necessary
handlesor glass ! H | Brokenglassremovedanddisposed of safely
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Doorswhich require
excessive forceto

Personbeing
hitbythe
door

Operationoffiredoorschecked- See‘General
SchoolRisk Assessments
-No. 12Fire (general classroomsand offices)’

openorclose Handinjuries Automaticclosuremechanismssetso asnotto
cause handstobetrapped
Excessive force notrequiredtoopen doorstaking
intoaccountmobility impaired users
Inappropriate Visitors’Log Book at reception where visitors sign
Person/son thepremises accessto inwithname, purpose of visit, time and sign out
withoutthe knowledge students, onleaving. Visitorsthenreportto appropriate Principaland
of Principal orother staff injury, person Secretary
member trauma, Visitorstowear badge/tag identifyingthem as
death accreditedvisitor
Ensure that all entrance doors to the school are
closed and locked and that visitors must request
that doorbe opened
Door lock controlled, by electronic or other
means, by designated person (e.g. School
Secretary, Principal, Deputy Principal) Board,
Theabove, or similar protocol, tobe agreed, Principal, all
approved by Board of Management, staff
communicatedtoallemployees, students, members
parents, visitors, implemented consistently and
reviewedregularly
Students beingpicked up Sﬁjfjcei]stsstgy Theschool shouldbeaware of the person/s
by other thanparent ; . normally designatedto collect students from the Allstaff
/ guardian / designated inappropriate school members
person, injury,
person trauma
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Establishaprotocol whereby parents/
guardiansinformtheschool ifsomeone other
thandesignated personistocollect student

Repetitive |, | Workstations. arearrangedto avoid awkward
straninjury movements, reflections, achesand pains
(RSI) , .
Upperlimb Employee_ sworkstatloqs should be as_sessed
Unsuitable layoutof painand in I|neW|th HSA requirementsfordisplay
workstation discomfort screen equipment- See the Safety, Health and
Bad working H WelfareatWork (General Application)
Regulations2007, Chapter5ofPart2,e.g.areas
posture . .
Visual that should beassessed includedisplay screen,
problems keyboard, workchair, lighting
WhereVisual Display Unit (VDU) workis
M intensive or continuous (>1 hour) adequate
. breaksaretaken toresteyes
Eyestrain Ey: - -
: Where an employee habitually uses a Visual
Inadequate breaks fatigue . ) .
Display Unit (VDU) aspartofhis/hernormal
Headache
M work
appropriate eye and eyesight tests are made
available
H Notrailing cables v
. . Tripsandfalls| H Socketsare not overloaded
Electricity/ electrical cables Shocks See‘General School Risk Assessments-No.3 $
Portable Electrical Appliances’
Damaged flooring Injury from . ) . : ,
Wetfloors andspillages slips, trips, falls H See‘Classroom-No. 1 Slips, Tripsand Falls Y
Injuryfrom Window poleorstep ladderusedtoopen
Accessing high windows fallsfrom M | windowsatheightthatdonothave opening
height mechanismatground level
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Portableelectrical appliancesvisually inspected
beforeuse

Defectiveelectrical equipmentshall be clearly
identified, labelled as out of use and stored

Defective portable Eleg focution separately to preventaccidental use
. . urns :
electrical equipment Cuts Reportdefectsto person incontrol ofthe
workplace toensureall itemsare repaired or
replaced. See‘General School Risk
Assessments-No. 3PortableElectrical
Appliances’
Smoke
Fire inhalation, See‘General School, Fire-Classroom, No 12
burns
The school is committed to ensuring that the
place of work is free from bullying and that all
employees have theright to be treated with dignity
Effectson and respectat work
physical There isawritten policy onthe prevention of
health, (e.g. workplace bullying and all employees are aware
raised blood ofthe policy and have accesstothis
pressure) information
. Effectson Safety
Workplace bullying mental All new employees, permanent or temporary Committee
health, (eg. receivea copy ofthe policy

stress, anxiety,
depression)
Isolation
Lowmorale

Consultationwithemployees or their
representatives, including the safety officer, safety|
representativeand the safety committee, as
appropriate, hastakenplace asregardsthe risk of
bullyingatwork and preventive measures

Employeesareaware of their responsibility in

creating and contributing tothe maintenance

40




ofawork environment free from bullying or from
conduct likely to contributetobullying

Allegationsofworkplace bullyingare
investigated fairly and thoroughly without
reprisalsforthe complainant

Allegations of bullying are treated with fairness,
sensitivity and respecting the need for
confidentiality for partiesconcerned

Bullyingatwork by otherssuchasparentsor
contractors, will notbe tolerated and actionwill be
takentosupporttheemployee

Acomplaintof bullying which isfound,
following investigation, to be vexatious will be
dealtwith throughthedisciplinary procedure

Damage to
. physical Devise, review,amendschool Anti-Bullying
Student bultying andmental Policy following DES Guidelines
health
Increased The HSAWorkPositivetool orsimilarisusedto
absences assistwith risk assessment requirementswhere
Increased workplace stressis concerned
conflicts Theschool hasapolicy ondignityinthe
Increased workplace which iscommunicated toall
anger levels for employeesanddisplayed inthe employees
Stress those __room Safe?y
effected Employee’s serious health and safety concerns Committee
Isolation abouttheir work environmentare addressed
Lowmorale Demandsinthe employee body are achievable
Effectson andwithin the role ofthe job holder
physical Systemsareinplacetoenableandencourage
health, (e.g. employees toreportunacceptable behaviour, i.e.
raisedblood inaccordancewith the Dignity Policy
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pressure, Thereisemployee inputintodecision-making
tension andcareer progression
headaches) Board of Management actions are consistentand
Effectson fair
mental health, The school provides employees with timely
(e.g. anxiety, information to enable them to understand the
depression, reasons for proposed changes
insomnia) If necessary, employeesare given training to
supportany changesintheirjobs
Theschool monitorsemployee’s sickness
absenceand identifies reasons for absence
Employees can/should beabletoapproachthe
Principal or Deputy Principal toaccess
appropriate support
Aggressive threatening . F_’hysical : Alert nearest St.aﬁ memoer .
behaviour towardsastaff Injury, stress, Immediately inform Principal/Deputy Principal Allstaff
psychological . members
member Follow established school procedures
trauma
Homevisitby Home _ F_’hysical Informs_chool of dateandtime of proposed visit
School Liaisonteacher of injury, stress, Agreetlmegn_d contactpersonforreport when Allstaff
otherstaff member psychological visithasbeenconcluded members
trauma Carry fully charged mobile phone
Exercise due care and vigilance
Pregnant, post-natal, or breastfeedingwomen
Contactwith chemical ::]%ré?r;[gmz are notexposedtochemical substarjces
agents or breastfed labelled: R40,R45, R61, R63and R64, particularly
babies whereexposure levelsare abovealevel

whichmight causeharm
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Contactwith biological
agents

Infection

Ifthereisarisk of exposure toahighlyinfectious
agent, pregnant, post-natal or breastfeeding
womenmust avoid exposure

Longperiods standing,
movementor postures

Varicose veins

Pregnant, post-natal or breastfeedingwomen

which areabruptor Fatigue (mental should have provisiontositwhilst
severeorgive riseto andphysical) completingworkactivities
excessive fatigue
Pregnant, post-natal and breastfeedingwomen
Manual . .
. i . : arenot requiredtolift, pushor pull awkwardor
Pushing/pulling/ carrying handling heavyitems
heavy orawkwarditems '?r?.lfﬁed See‘General School RiskAssessments-No. 28
jary Manual Handling’
Incaseof Board of Managementtoestablish protocols and
accidentor mechanismsincludingappropriate

Oneteacherin school
building withstudents
forfullschool day
without the presence of
another adult

emergency, No
adult support
availableon
school
premises
Delayin
responseto
emergencies
Injuries
untreated
becauseof
delay

technology suchas panic buttonstoensure a
means of communicationwith designated
personsliving closetotheschool
Suchprotocolscouldincludegiving
appropriate responsibility tosuitable senior
students
School protocolsregarding Child Protection
Guidelinesand‘Lone worker’procedures take
accountofabsence ofanotheradult during
school day
See General School Template No. 26 - Lone
Worker
See*“‘ChildrenFirst2011 and*“Child Protection
Proceduresfor Primaryand Post Primary
Schools2011”
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Working aloneorin
isolation

Indetermining
risks, ask the
following

Asuitablemeansofcommunication is
established with the lone worker,
e.g. Caretaker hasmobile phone

questions:

Doesthe
workplace

presenta
specialrisk to

A‘reporting in’procedure isin place,
e.g.adesignated personisalerted regarding
loneworkersworking timeand expected
returntime. Telephone contactismadeontheir
return

thelone
worker?
Isthereasafe
wayin anda
way outforone
person?
Canany
temporary
access
equipmentthat
isnecessary,
suchas
portable
laddersor
trestles, be
safelyhandled
byone
person?
Canallthe
plant,
substances
andgoods
involvedinthe
workbe safely
handled by

one person?

Appropriate instructionandtraining in proper
procedureisprovided where necessary
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Arewomen

especially at
riskifthey
workalone?
Are young
employees
especially at risk
if they work
alone?
Foreseeableeventshavebeen identifiedand
loneworkersare capableofresponding
Sudden correctlyto emergencies
illness Emergency proceduresestablished and lone
Accidentsor emergencies Accidents workersbriefed
relatingtowork Loneworkershaveaccessto adequatefirst-aid
activities facilities
Personal protectionequipment (PPE)is
providedto loneworkers whererequired
Arrangementsforprovidinghelp orback upare
inplace
A‘reportingin’procedureisin place,e.g.a
designated personis alerted regarding lone
_ Responding toan Physical worker’s workingtime an_d expected retum External Security
activated burglar alarm . time. Telephone contactismade ontheir .
. violencefrom Company monitors the
at theschool outside intruders return alarm
school hours intru \Whereappropriate establish protocol whereby/ '
noindividual entersschool buildingaftera
break-inunlessaccompaniedby another
suitablepersone.g.
Garda, securityguard
. . Hearing Noisemeasurements carried outwhere
HighNoise Levels
damage necessary byacompetent person

45




Warningsignsarein placebesidefixednoisy
equipmentandarevisible

Hearing protectionis wornwherenecessary, e.g.

when operating tractors, strimmers,
lawnmowers andwhilstoperating back up

generators
;-éarésaegg ;(r;? tr; gﬁgéﬁz Iﬁﬁﬁwﬂﬁy Anappropriatetrolleyisusedto transfer heavy
heavy load to stores Over- loads
For example ask: frequent or
Is the weight t%o heavy? (?)ver NEED MANUAL Safety
Is the load too big? prolonged o . . IO = Committee
ohysicaleffort Approprlatelnstructlon isprovidedto staffon FOR CARETAKER
Istheshape unwieldy or involvingin howto liftloadssafelyonto and offthetrolley
difficultto grasp? particularthe
spine
Liftingaheavy load above Backorupper Storage of regularly accessed utensils are arranged
shoulder limbinjury so that heavier items are stored onmiddle shelves
height noton floor or above shoulder height
Injury sustained dueto
instlr%(:cl;gnkg?}[,:;ﬁ?ﬁb 0 Backorupper Carry _outriskassessmentoftask_s prior_to_ manual NEED MANUAL Safety
complete manual limbinjury handlmgandensqrestaff receivetraining from HANDLING COURSE Committee
handlina task acompetent instructor where necessary FOR CARETAKER
gtasks
appropriately
Awkward Thevacuum hose isextended tothe
andrepetitive appropriate lengthto eliminate the need for
Poor housekeeping, e.0. bending unnecessary awkward bending posture
cleaner usingfloor Iposyures
. - eadingto . . . .
cleaning equipment injury Cleaning equipmentisin goodworking order
Poorsuction and repaired or replaced when necessary
inthevacuum
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leadingto

overfrequent
physical effort
_Carrylng loads over Backstrain, Re-organise work area to ensure materials are
distances, e.g. storage . : : .
. slippeddisc, H |stored close to point of use or source ahandling| Y
of classroom suppliessuch : )
: hernia aid
asArtroom materials
Appropriatetrolleyprovidedformovingitems Y
Itemsare made lighter or lessbulky where
possible Y
Individuals ask for helpwhenmoving heavy
Backstrain items M
Pushing/pulling / lifting . . All potential obstructions are removed Y
. slippeddisc, ——
heavyor awkwarditems herni Choose safest route for moving items,
ernia ) O
H particularly where there may be variations inthe
level of the floor, requiring the load tobe Y
manipulated ondifferentlevels, e.g. use of ramp
Children are not permitted to lift any
H Y
heavy loads.
. H Guardingto preventaccess
Fingers trapped . :
Amputation/ Pressure platestostop movementin case of
between platformand h H
wall crus contact
H Holdtoruncontrol forascent/ descent
Trappedon platform Distress L Managementofcommunications. Fire
procedures
Crushed undemeath - Interlock between platformand accessdoorsat
Crushinjury | H .
platform landing
Fallintolift shaft Fracture Lockingofdoors
Maintenance
Allhazards M Statutory examinationscarriedout every 6 Y

months
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Radonmeasurementsaretaken by anaccredited
radon measurement company (for further
information consult the Radiological Protection
Institute of Ireland (RP11) www.rpii. ie)

TheRadiological Protection Institutionof

Lungcancer Ireland - RP11 have beeninformed ofany high
\dentified High Radon and otr_\er radon Ievelsfollowing_resultsof measurements
Level healthrisks taken anql any advicehasbeenfollowed
(Longterm Wherehighradon levelswere found,an
exposure) engineeredsystemwas installede.g. asumporan
airvent was introduced
Ifanengineeredsystemisfitted toreduce levels,
proceduresarein
placetoensurethesystem remains mechanically
operationalandis keptswitchedon
Procedureforidentificationand
assessmentofmouldgrowthinplace
Allrelevantstaffareaware ofthis procedure
Regularformal inspections, e.g. bi- annual,
undertakentoidentifymouldsor potential
Lung causesofmould, e.g. leaks?
PR Preventative maintenance proceduresin NEED TO DEVELOP
irritation,
oo il place,e.g: PROCEDURE FOR Safety
Mould S — ’ Check for leaking pipes IDENTIFICATION AND Committee
health Checkforcpqdepsation buildup ASSESSMENT OF
affects Ensure humidity is less than 60%. MOULD

Humidity canbereducedby repairing leaks
orincreasingventilation
Ensuredryersventexternally
Checkextractionventilation is working
correctly, e.g. inkitchens
Damp proof courses checked
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Checkguttersareclearedandingood
condition

Generatealogbook for regular
examinationand maintenance of
plumbing system(s); guttersand
ventilation systems. Subsequentaction
would involve auditing of loghooks that
maintenance/ checkswere occurring

Remediation plan/procedure in placeto deal
withidentified mould problem, e.g.
Sourceofmoisture beenidentifiedand

Lung removed priortoremediation
irritation, Appropriate PPE and RPE available for LOG BOOK,
Mould sensitisation, personscarryingoutcleaningand REMEDIATION PLAN, | Safety
adverse remediationwork ETC... NEEDED FOR |Committee
health Staffcarryingoutcleaningaretrained PLUMBING
affects andawareofrelevantprecautions/ controls
required formould growth greater than
3m2
Professional expertisesoughtifthearea
covered by mouldisgreaterthan3m?2
System in place to deal with incidents of
water damage, e.g. flooding, to prevent
mould growth
Recordsarekeptofall remediationwork/
monitoringcarried out
Asbestossurveycarried outinaccordancewith
Achestos Technical Guidance DocumentHSG 264 bya
Exposu][t_a to asbestos related lung competentperson
ibres disease Copyoftheasbestos surveyandasbestos

registerkeptinthe school

Managementactions recommendedin
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thesurveyreportimplemented

Contractorshaveaccesstothe surveyorare
madeaware ofthe presenceofasbestos
priortocommencing work

Caretakersand employeeshaveaccess tothe
surveyandare madeaware ofthe presence
ofasbestosin the school

Suitable information providedto employeeson

the
precautionstotake inworking inanareawhere
Exposure to Asbestos there may be asbestos
related - : -
asbestos I Reporting arrangementsinplace if suspect
) ung , O A
fibres di materialsare identified or existing asbestos
isease )
materials are damaged
Re-inspectionof asbestos being managed in-
situ undertaken ona regularbasis, e.g. annually
_ _ Pon'glac fe_ver Competent person Wl_th relgvant_s!qlls, NEED TO ORGANISE | Safety
Legionella bacteria Legionnaires knowledge and experience identified to .
. : e INSPECTION Committee
disease conduct site specific riskassessment
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(potentially
fatal form of
pneumonia)

Sources of possible risk of Legionella
identified from work activities and water
systemsatthe workplace. Toconsider:
Potential for Legionellagrowth
Potential for aerosol generation
Presence of susceptible persons
Adequacy of existing site management
recordsand arrangements
Efficacy of existing preventative and
control measures
Systems at greatest risk assessed, e.g.
Coolingtowers, hotand coldwater
systems, evaporative controllers
Coldwater tank fitted with cover and insect
screensand located inacool place
protected from extremetemperatures.
Pipinginsulatedand keptclear of hear
sources
Coldtanksflushedregularly duringterm
duetoschool usage
Coldwatertanks flushed periodically
during holidaysand fully flushed in
advance of startof newterm

Legionella bacteria

Procedure(s) inplace to prevent and control
risk from Legionella (Legionellacontrol

plan)

Competent ‘Responsibleperson’ identified
tooverseethe Legionellacontrol plan

Records keptandreviewedto ensure
Legionellacontrol planis effective

Safety
Committee

Damaged electrical
fittings and
equipment

Overheating/
fire

Electricalgymequipmentis visually checked
beforeuse. See‘Classroom-No.3Portable
Electrical Appliances’
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Defectiveelectrical equipment shall be clearly
identified, labelledasoutofuseand stored
separatelyto prevent accidental use. Report
defects to personin control ofthe workplaceto
ensureallitems arerepaired orreplaced. See
‘Portable Electrical Appliances -No.3’

Trailing cables

Slips, trips, falls

Therearenotrailingcablesthat areatrip hazard

Goalpost

Injuryor
fatality from
misuse/

collapse

Al goal postsin use conformtoappropriate
Standard (referto Annex Aof Irish Standard
(1.S.) 357:2007 Code of Practiceonthe
Procurement, Installation, Maintenance,
Inspectionand Storage for details)

Copiesoftestcertificatesshowing conformity
areavailable

Replacement partsare purchased from original
manufacturer/supplier

Allgoal postscontaina‘“warning label’and
writteninstructionsforassembly, installation, use,
storage and maintenance

Allthose responsible for maintenance, storageetc
of goal postsareaware of relevantinstructions

Asystemfor inspectionofgoal postsisin place
thatincludes routine visual inspections,
operational inspectionsandannual
maintenance inspectionsinaccordance with
requirementsof .S. 357:2007 Code of Practiceon
the Procurement, Installation, Maintenance,
Inspectionand Storage

A maintenancescheduleisestablishedand
implemented

LOOK INTO
REGULATIONS AND
OBTAIN CERTS,
WHERE RELEVANT

Safety
Committee

Goalpost

Injury or
fatality from

Portable goal postsare anchored correctly when

inuse
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misuse/
collapseof
goal post

Access/useis preventedwheregoal posts are
deemedtobe“‘unsafe’asresultof
inspection/maintenance e.g. notanchored
correctly

Allgoal postsare used for intended use only, e.g.
indoor goal postsnotused outdoor

Al personnel involvedinassembling/
dismantlinggoal postswearsappropriate
Personal Protective Equipment (PPE), where
necessary

Allstudentsbeingmadeaware ofthe dangers
of incorrect/misuse of goal posts
e.g. swinging over bars, etc.

Whennotinusegoal postsandall associated
partse.g. nets, anchorsetc. are stored correctly

Records required by I.S. 357:2007 Code of
Practice on the Procurement, Installation,
Miaintenance, Inspectionand Storage
including maintenance records, inspections certs,
etc.arekeptonsite

Appointone personto haveoverall Board of
responsibility for safety, healthandwelfare of all Manageme
ing: Physical injury personsattending event nt, Principal
ina de(z)\fgt:e ac(':gg’s and causedby Establishandfollowschoolagreed andall staff
g earess crushing, proceduresonmaximumsize of audience, involved
g trips, falls control of entrance and seating of audience, and
safety announcements prior to performance, attending
orderlyexit event
Iniurvfrom Ensureadequate andappropriatesignage Principal
Juryt regarding: location ofemergencyexits, pa,
Emergency egress crushing, ) . . N teacherin
. keepingexitsclear of seating, no running within
trips, falls chargeof

hall, identification of hazards such as
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steps event, all staff
present
Injuryfrom Principal,
Failureof electrical crushing, Emergency lighting approprlately!ocated andin teacherin
) . . goodworking condition chargeof
power; overloading of Y trips, falls, e - Y
i . . Thorough check by qualified electrician of all event,
electrical capacity fire, i
. proposed usage of electrical power Caretaker,
electrocution -
electrician
Thoroughcheckinadvanceof performance of
Injuryfrom locationsofall powerandother leadsto ensure Teacherin
Unsecured power leads S )
. S slips, trips, thatall leadsareappropriately taped to prevent charge,
Failure of fire-fighting Y A . Y
equibment falls, fire trips Caretaker,
adip Burns Thorough check of all fire safety equipment in electrician
venue
Adequate number of supervisory adults Y
present
Head count carried outbefore departureand Y
Accidents/ beforereturn journey by trip supervisor
incidents, Supervisor(s)hasafully charged mobilephone| Y
dangerous Studentsmadeawareofactionto take if
occurrences separated fromgroup Y
: and fatalities Emergency phonenumbers mustbe held by trip
Inadequete preparation for Y dueto supervisor foreachtrip andavailabletoall Y
school excursions . . .
inadequate supervisorsand studentswheretheneedarises
preparation Information on particular medical conditions has
Student been received and recorded and recorded by Y
separated person organising the outdoor adventure
fromgroup activity
Safetyinstructionsprovidedto students
includinginformationon correctclothingand | Y

equipment required
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Principal and/or designated person responsible

forsafety, healthand welfare isaware of the Y
location of the group and duration of visit
Safety briefing foradultsassisting in Y
supervision
RoadCollision Seriousinjury/ Safety beltsmustbewornwhere studentsare
Unsafe RoadTravel death beingtransported byroad. Safetybeltsmustnot| Y
Arrangements be shared
All modes of transportation used must be used in v
compliance with the Road Traffic Act
Defectiveroad vehicles Seri((j)usinjury/ Visua! inspection oft_heschool _ovvned busby
eath thedriveroroperator isappropriatetoensure N/A
operation of lights, indicators, windscreen
wipersetc. priortosettingouton the journey
Poorweather conditions Hypothermi WeatherconQitionsas§essed onthe dayand vy
a considered suitable for trip
Seriousinjury, Fully charged mobile phone. Staffmember.
Sick/injured student IIness, Fully stocked and checked First Aid Kitcarried Y incharge of
Death onalltrips trip
Permission for participation in activity received Y
Accidents/ from parent/guardian
incidents, Information on particular medical conditions Y
dangerous has been receivedand recorded by person
occurrences organisingthe outdoor adventureactivity Y
Inadequiate preparation for and fatalities Safety instructions providedtostudents
outdoor adventure dueto including informationoncorrectclothingand Y
activities inadequate equipmentrequired
preparation Appropriately stocked first-aid kitandtrainedfirst-| Y
Students aider available
separated Whenadventure/outdooractivitiesare provided
fromgroup bya company itisgood practice thatthe group Y

leader has
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obtained assurances inwriting from the provider
that:

Risks have beenassessed and thatthe provider’s
employees are competent to instructand lead
participants ofthe group’sage rangeonthe
activity
The equipment isappropriate and that its safe
conditionis checked before each use. Thereare
emergency procedures (including arrangements
foralerting the group leader)

Adequate number of supervisory adults present

Principal and/or designated person responsible for
safety, healthandwelfare isaware ofthe
location ofthe group
and duration of visit

Safety briefing for adults assisting in supervision

Head count carried out before departure and
before return journey

Supervisor(s) hasa fully charged mobile phone

I | T [T

Students made aware of action to take if separated
from group

Emergency phone numbers mustbe held by
trip supervisor foreachtripandavailable toall
supervisors and studentswhere the need arises

< <<=< < =< <

Roadcollision
Unsafe roadtravel
arrangements

Seriousinjury/
death

Safety beltsmust be wornwhere studentsare
being transported by road. Safety belts must not
be shared

Poorweather conditions

Hypothermi
a

Weather conditionsassessed on the day and
consideredsuitable foractivity

Defective equipment

General injuries

Visual inspection of school owned equipment

Pushing/ pulling heavy
or awkward items

Backinjury
Strains

Amanual handling risk assessment mustbe
carriedoutontaskscompleted by cleaners

EXTERNAL
CLEANING AGENCY
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See‘General School Risk Assessments-No. 28
Manual Handling’

Storage areas for cleaning supplies, toilet paper
etc. are arranged so that items are readily
accessible, not requiring excessive stretching or
reachingand not liable tofall

Contact with
broken
glass

Cuts

Brokenglasswaredisposedtoaseparate waste
glassbinandnotmixedwithgeneral
waste. Bin liner should not be used for

glasswaredisposal bins

EXTERNAL
CLEANING AGENCY

Damaged or defective
electrical fittingsand
equipment

Electrocution
General injuries

Equipmentusedby cleanersisinspected and
tested - See‘Classroom- No. 3Portable Electrical
Appliances’

Cleanerreportsany faultinequipmentto person
incontrol of workplace

Defectiveelectrical equipmentshall be clearly
identified, labelled asoutof useand stored
separately to preventaccidental use. Report
defectstopersonincontrol ofthe workplaceto
ensureall items are repaired or insert -
See‘Classroom-No. 3Portable Electrical
Appliances’

EXTERNAL
CLEANING AGENCY

Washing and
vacuuming floorsand
stairways

Slips, Falls

\Whenwashing floors‘wet floor’signs are used -
See‘Classroom - No.1Slips, Trips, and Falls’

Stairwaysarewashed outside of heavyusage
timesandstepsaredried
immediately where possible

Whenusingthevacuum cleaner, care should
betakentoensure cabledoesnot poseatrip
hazard

EXTERNAL
CLEANING AGENCY

Inadequate welfare
provisions

Inadequate
toilet,
washing and

Cleaners have access to welfare facilities

rest facilities

Cleaners haveaplacetostoreoutdoor clothes

and personal belongingswhileat work

EXTERNAL
CLEANING AGENCY
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Personal Protective Equipment (PPE) is
providedandwornas directed by

Skin Irritation g
_ . Allergies ' manufacturer’s guidelines _
Contact with chemical Splashes Chemicalsare labelledand storedsafelyin EXTERNAL
cleaning products (eyes) accordance with'their manufacturer’s CLEANING AGENCY
BUMS __requirements. _
Bleachandacidictoiletcleaners are never mixed
orputintotoilet bowltogether Y
Allbiological fluidse.g. blood, are treatedas
potentially infectious and glovesarewom
duringclean up Y
Needle stick Toreducethe possibility of needle stickinjury,
injury individualsshouldnot puthandsintobinsorinto| N/A
Contact with biological Im_‘ectious areas wherethe contgnts canno_t be seen EXTERNAL
agents disease Cllnlcalwastem_ustbedlsp(_)sedofmacllnlcal CLEANING AGENCY
Exposure to waste/sharpsbin. All clinicalwastemustbe | N/A
infectious disposedof by anappropriate waste disposal
diseases company
Ifanemployeesuffersaneedle stickinjury Y
bleedingisinitially encouraged and medical
attentionissoughtimmediately
Cleanershave beenmadeawareof the
potentially hazardous substances thatthey may
inadvertently encounter whencleaningareas Y
suchasascience laboratory
Contact with Dermatitis or Cleaners havg beengivenclear directionon EXTERNAL
hazardous whatareas, equipmentor substancesthey must Y
allergy . o CLEANING AGENCY
substances nottouchwhen cleaning specialist rooms
Cleanersare made aware of hazard waming
symbolsonchemicalsand carerequiredwhen | N/A

cleaning specialist rooms such as the science
laboratory or
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other technical rooms |

Moving parts

Crushing/
amputation of
limbs

See‘Maintenance - No. 51 Waste Compactor
and/or Baler’

Unsafeuse ofladders and
step ladders
Unsafe storageof ladders
Unsecured ladders

Falls from
height

Laddersare only used forshortduration work
(lessthan 30 minutes) andwhere the risk of
injuryislow

Laddersareonly used for lightwork andnotfor
workthatinvolvescarrying heavy orawkward
items

Laddersarestored safelyand unauthoriseduseis
prohibited

Laddersaresetoutonafirmbaseand leaningat
thecorrectangle 75degrees (1:4)1

Laddersaretiedatthe toptoasecure structure. Ifa
ladder cannotbetiedat thetopitissecuredatthe
bottom, or heldbyasecond person

Laddersarenotplacedonadrum, box orother
unstablebase

Laddersare removed tostorage atthe endofeach
workingdaytoensure thatunauthorised
accesstoroofetc. by others, particularly
students, is prevented

Footwear is free frommud/grease before
climbingaladder

3pointsof contactare maintainedat the working
position

< < < < =< <

<

Defective ladders

Falls from
height

The condition of the ladder is checked before
eachuseforcrackedorbent stilesorrungs,
corrosion, defective or missingfittingsorties.

Employeesdo notusethe ladderifitis
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damaged inanyway andreportdefects
immediately toappropriate contact

Wooden laddersshould notbe painted
See Schedule 7 oftheWork at Height
Regulations

Whenusing laddersemployeesdonot work on

top3rungs, ortop 2stepsfor step-ladders Y
Fallfrom a Wherepossibleanalternative methodof
height workingisused, e.g. using extendable polesto
. gnt cleanhighlevel areas Y
Overreaching resulting in -
S Laddersare properly setuptoavoid Y
serious injury .
or death _ overreaching _
Mobiletowersareusedwhere practicable Y
See‘Use Ladders Safely - Information
Sheet’availableatwww.hsa.ie/ publications
Conditionoftoiletsand handbasins
Loose/ broken fittings Cuts checkedby cleanerdaily (including stability | Y
ofbowlandcistern, hand basins)
. Slips, Trips, . .
Cracked floor tiles Falls Crackedfloortilesare repaired ASAP
. Re_splratory See ’General School Risk Assessments - No.
Legionella disease- . ,
. 33 Legionella
legionella
Respiratory
Mould arowth disease- See‘General School Risk Assessments-No. 31
g Mould Mould”
toxins
. Watertemperatureto basinsmaintained below
Improperly maintained hot : .
scalding. Cleaner reports scaldingwater
and coldwater system Burns/ scalds . Y
: problems to Caretakerandaction taken
Scalding water

immediately
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Inhalation of

Extractionsystem s operational orwindows

Inadequate ventilation ;Ir%%r:: thsj canbeopened
Cuts/lacerations Caretaker hasreceivedbasic safety training
Eyeinjuries including relevantinformationasset outinthe
Unsafesystem of work Slips, trips, fallg safety statement, risk assessmentand applicable
Amputation, informationregardingsafe working
fatalities’ procedures
Inadequate personal E;Eg?g;eutso Caretaker hasbeen provided withappropriate
protective equipment SUbSEANCES person_al protective equipment (PPE) and
(PPE) Cuts/lacerations clothingwherenecessary and hasbeen
Eyeinjury instructed on howtouse PPE correctly
Injuries
Inadequate information resultingfrom Caretakers/ contractors liaisewith the Principal or
fg(quare takers/ inadequate designated personwhen arriving atthe school
contractors information prior tocarryingoutmaintenance
about safety work
procedures, etc.
The Caretakeristrainedinthe use of fire
. Burr_15_ extinguishers TRAINING COURSE Safety
Fire Asphyxiation . FOR STAFF ON .
Explosion TheCaretaker isaware of all external gas, water EXTINGUISHER USE Committee

and electricity cutoff points

Poor housekeeping

Slips, trips, falls

Workshoporstorageareas usedbythe
Caretakerare adequately lit, free fromtrip
hazardswith itemsstoredin suchawayasnotto
cause injury

Workingwith electricity

Electrocution

Caretaker doesnotcarry out repairsonelectrical
circuits unlesscompetenttodo so

Contact with chemical
product, (e.g. pesticides,

Skin Irritation
Allergies

When choosing herbicides, pesticides and
chemical cleanersthe least hazardous
chemicalispurchased
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herbicides, biocides, Splashes Personal protective equipment (PPE) is provided
cleaning products) (eyes) andwornasdirected onthe manufacturer’s Y
Burns guidelines.
Bleach and acidic toilet cleaners are never mixed or
put into toilet bowl together Y
Sprayingofherbicidesiscarriedout incalm
weather conditionswhen employeesor Y
studentsarenotinthe spray area
All hazardous chemicals labelled correctly-
labelsunderstood, intact and legible? Y
New Classificationand labelling regime(CLP) v
understoodby teachers and students
Allbiological fluidsaretreatedas potentially
infectious and gloves arewom during clean up of
any biological agents encountered by Y
cleaners/Caretakers/ contractors
Needlestick Toreducethe possibility of needlestick injury,
injury cleaners/Caretakers/contractors shouldnotput| Y
. . Infectious hands into binsorinto areaswherethe contents

Direct contactwith :

Biological Agent disease — cannotbt_eseen - —
Exposureto Clinicalwaste mustbedisposed ofina clinical
infectious waste/sharpsbin. All clinical waste mustbe

diseases disposedofbyanappropriate wastedisposal| N/A
company
Ifanemployeesuffersaneedlestick injury
bleedingisinitially encouraged and medical Y
attentionissoughtimmediately
Uncontrolled
accessand
Poorstorage arrangements : .
for laborato exposureto Cheml_cals arestoredinseparateandwell
ratory hazardous ventilated room-accesscontrolled
chemicals .
propertiesof
laboratory
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| chemicals |

Inadequate preparation
before construction work
commences

Injuries
resulting
from

The Board of Managementare aware of their
responsibilities under the Safety, Healthand
Welfare atWork (Construction) Regulations
2006.Where required the Board of
Managementwill appointaProject Supervisor
Design Process (PSDP) before designwork
commencesandaProject Supervisor
Construction Stage (PSCS) in writing before
any constructionactivities take place

inadequate
preparation

ThePrincipal, or designated contacton behalf
ofthe Board of Management, ensures
consultationwiththe PSDP/PSCS beforework
commencesandduringthe project.
Appropriate informationiskepton fileatthe
school asnecessary e.g. relevant formsand
safetyfile

Unsecure sites/
construction activities
inclose proximityto
school

Suitably constructed fencing must be used to
securesites

Suitablebarriersand appropriate signage must
beinplacewhererequired

Serious injury
or death

Suitableand safe routesmustbe provided to
ensure thatthe safety of all those at
the school and members ofthe publicare not
putatrisk fromthe constructionwork activity.
Dedicated pedestrian routesmust be clearly
identifiedand used. Consideration mustalso be
giventopersonswith disabilities

Trafficcontrol plansmustbe preparedand in

placewhererequired
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Plantshould be secured when left unattended
topreventunauthorised use, especiallywhen
parked upattheendofthe working day

Thetractor is maintained and serviced as perthe
manufacturer’sinstructionsanda record ofthe
serviceiskeptbythe Principal

Apre-startcheck listmustbe completed by the
driveronceperday before use

General tractor Iiw;ézdﬂzttg Thedriver mustconductaninspection ofthe
maintenance aeq tractor andancillary machinery, to ensure thatall
maintenance . : : X

lights, horn, brakes, mirrors, warning devicesand

control devicesare inplaceandareworking
correctly. The driver must check the machine for

fuel and check tyres and wheels are in a
satisfactory condition
Injurytoperson

General tractor

usingtractor
duetoincorrect
orinsufficient

Repairworkisonly carried outbya competent

maintenance . mechanic
repairwork
being
completed
Injury dueto
collision Tractordrivenbytrainedandexperienced
Collisionwith other with stationary| employeesonly. Newdriversmustattend
vehicles objects or Driver Awareness Trainingcoursedelivered by a
moving recognised trainingcompany
vehicles
The tractor cab provided is well maintained and
Noise Hearing doors kept closed while the tractor is in use
damage Hearing protectioniswornwhendriving the

tractor

64




Lossoflimbs

or deathdue L
0 Ensureall guardingisin place. Thetractor
Entanglement isstopped and power cutand key removed from
entanglement - )
i i ignitionwhen clearingblockagesof any type
inmoving
parts
Severeinjuries
. on TO.Ot of Wheninoperationthedoorofthecabis closed
Collision collision or .
: andifpresentaseatbeltworn
overturningof
tractor
Injuriesfrom
Lossofcontrol of tractor collision Thefloorofthe cabiskeptcleanandfree from
due tointerference with arising from materialssothat the pedals can be easily
control mechanisms lack of control accessedand function properly
of vehicle
Severeinjuries Anexclusionzoneshouldbeinoperationin any
S . onfootof areainwhichatractorisoperational
Collisionwith vehiclesor llisi — :
edestrians collisionor Adequatesupervlsmn mustbe prowgied to
P overtumingof ensure pedestrians/studentsare notsharing the
tractor samearea
Faulty/defective , Any faults found are reported tothe Principal
. Injury/ lliness X )
equipment immediately
Collisionwith other Collisionwith Thetractorisdrivenslowlyandwithgreat careat
vehicles other vehicles alltimes
Severeinjuries
arlﬂggcl;om Thetractorsoritsfrontend loader isnever usedas
Fallsfrom height : anelevatedwork platform (for raising persons
unsuitable toaheight)
elevatedwork g
platform
Passengers ridingon Lossoflimbs Employeesare forbidden fromcarrying any
or deathdue .
tractor/sweeper i passengersorbeing passengersonthe tractor
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entanglement

inmoving
parts
Riskofbrake
fail Ing and When parkingthetractor thekeysmust be
vehicle . :
.. ) i removed, the brakeapplied, thewheel turnedintoa
Collisionwith or moving and I . b d thevehicleleft
entrapment by vehicle cither wall or stationary objectand thevehicleleftona
. flatsurface. All front end loadersortransport
trappingor
. boxesmustbe loweredtorestontheground
rollingoveran
individual
Asecond personstanding inasafe position with
Collisionwith other Injurydueto agoodoverall viewmustdirectthe driverifthe
vehicles collision driversviewisunsighted, particularly during

reversingoperations

Risk ofbrake

failingand
vehicle
Collisionwith or moving and Thetractorisnot leftrunning or withthe forksor
entrapment by vehicle either bucket raised whilst unattended
trappingor
rollingoveran
individual
Whendrivingaround blind cornersthe driver
Reducedvision when Injury dueto slowstoan appropriate speedto allowfor
. . suddenstoppingandsoundsthe horn.Where
driving collision S : )
visionisrestricted at corners mirrorsshould be
strategically placedtoaid visibility
Lackof attentionor focus Colhsmnywth Amobilephonemustnotbeusedwhile driving
whendriving other vehicles
Dea}th or Thetractorisnotdrivenunder highvoltage
. serious .
Electrocution . power linesunlessthe bucket/forksare
electrical lowered

shock which
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mayresult in
seriousinjury

Whenattaching any machinery using a power
take off (PTO) shaft the driver ensuresall guards
areinplace. Theshaftis nottobe used without

2?1}2%;225 completeguards or withdamaged guards
EntanglementinPTO result of ThePTOchainmustbeanchoredto prevent
Shaft rotationofthePTOguard
entanglement -
. TheUguardandOguardsareingood
InPTO e
condition
ThePTOisturned off beforeexiting the vehicle
cabwheneverpossible
Deathor Loss BeforestartingaPTOthedriver makessure that
) thereisnobody inclose proximityto the shaft
. of limbsasa -
EntanglementinPTO result of Personsneverstepor leanoverarunning shaft
Shaft entanalement evenifguarded
ang Theshaftisturned offwhen clearing blockages
inPTO . )
inany machinery
Contact with d|§asel during Dermatitis Glovesarewomwhenrefuelling
refuelling
i h\(/e\zjléh\(;lfe o Tractor used for time periods as specified bythe
Wholebody vibration manufacturertoensurewholebody vibration s
whole body L
o minimised
vibration
Cuts/
amputations/ When grass cutting, the ground ahead must be
Flyingdebris or objects lacerationsfrom checked for objects that could be caught inblades
debrisejected orejectedfromblades
fromblades
: Serious -
Loose clothingor dress - No loose clothingshouldbewornwhen
X injury,e,g, loss of .
ties limb operatingthetractor
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Flammable gasor oil

Asphyxiatio
n
Fire
Explosion

Burns

Gasdetectorsarein place withautomatic shut off
(gashoileronly)

Gas detectors are serviced annually

Thefiredetectionsystemintheboiler houseis
linkedtomainalarmsystemand serviced
annually

Iftheboiler containsapressurevessel itshould
beexamined by acompetent persononcea
year

Theboilerisservicedannually bya competent
personand service records are maintained atthe
school

Smokinginorneartheboilerroomis
prohibited

Ahotwork permitisoperated forallwork inthe
vicinity oftheboilerroom, oil tank or gastank

Ifasmellofgasisdetectedthegas contractoris
notified

< <

<

Flammable gasor oil
Accessby unauthorised
persons

Burns
Asphyxiation
Fire
Trip, fall
Explosion

Qilfiredboilerhasanautomatic extinguisher
hangingonarigidbarover the burner

Extinguisher serviced annually

Safe accessis provided

Unsafe access to boiler room is prevented

Unauthorisedpersonsarenotpermittedin
thevicinityoftheboilerroom

<< <<=

Accessibility tofuel
storagetank

Slips, trips, falls

Fire Explosion

-l Z rTIZ Z

If oil tank is filled from the top the opening is
safely accessible (e.g. person delivering oil does not
have to balance on a wall to reach)

Oil or gas tank is provided with an adequate
barrier to prevent it being struck by a vehicle and
is adequately locked and secured against
vandalism or tampering
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Unsafe storage of

Combustible materials such as furniture or

materials adjacentto 'I:E')r(e IT(;'SF}’;arlll cardboard are not stored in boiler roomorinclosef Y
boiler P proximity to fuel storage tanks
. Personal protective equipment (PPE)and
Ey(:éﬁOdy |rt1_1ury clothingprovidedand wornasnecessary Y
u B?ffrr]i'ons Mowver is only started when it is safe to do o - no
. . bystanders in the vicinity Y
High noise -
. Nopassengersareallowedon therideon Y
Unsafe systemof work level/ hearing mower
damage - - -
caniriey 1| TG ran | Y
ming of : -
(r?g:_r(t)l; rr:ogvgr Onlytobeusedinaccordance withuser Y
manual/manufacturer’s instructions
Flying debris E_ye_/body Avreachecked for stones, glgss, metal and debris vy
injury beforestarting
Enginerefilled beforestarting work whilethe
Hot engine parts Burns engineiscool. If refuelling is required before the Y
jobiscompleted, waitforthe engineto cool
Shields, guards, interlocksand other safety
: : . Y
. : Cuts/amputat devicesareinplace andworking properly
Rotating machinery . . .
ion Engine shut off before cleaning out clogged chute Yy
or any other obstructions
\;'grr;gg:; Therideonorpushmoweris usedfortime
Vibration periodsasspecified by manufacturer’s Y
wholebody . )
o instructions
vibration
Theequipmentisinspectedand serviced by a Y
Injuries due to competentperson
Defective equipment defectlve Defects are reported immediately tothe Principal
equipment Y

and/or designated personresponsible for
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safety, healthand welfare andtheequipmentis
takenout of use until repaired

Loose clothing andneck ﬁ]e_rllj(;us H Noloose clothing or neckties shouldbeworn
ties Jury, whenoperating the ride on mower
e.g.lossoflimb
Wounds Thewasherisvisually checked beforeeach use
Burns Defectiveequipmentistakenoutofuse
Electrocution immediately and repaired byacompetentperson
Defective equipment Defective H Residual CircuitDevice(RCD’s)inuseifelectrical
equipment washer
leadingto H The pressure washer is serviced annually and
injury recordsoftheservicekeptonfile
H The pressure washer lance is never pointed at
Cutsor injuries others
Burns Whenhosingtheareaiscordonedoffsothat
. M - .
Strong sprayfroma Flying pedestriansdonotstrayintoarea
pressure washer projectile M Thelowest pressuresuitable forthe jobisusedto
Steam Infectionfrom preventtheunnecessary productionofaerosols
biological M Objectsarenevermovedorpushedwithspray
agents fromthewasher
M Thejetisnotdirectedat fragile surfaces
H | Appropriatepersonal protectiveequipment (PPE)
Unsg:ﬁéﬁfgzjﬁg’xork isprovidedandworn
) Infection from Washingfacilitiesareavailableandareusedifthe
cleaning andother bioloi H L ) . .
. iological operatorissoiledduringdraincleaning
general workusing agents Caretakerisawarethatinjuryf
pressure AR Jurytromapressure
Washer washer jetmightfirstappear minoratfirstand
thattreatmentshouldnotbe delayed
The pressurewasherisnotusedwhileworking on
. . Fallfrom aladder
Working atheight height H See‘Maintenance Risk AssessmentNo.42-

Work atHeight-Ladders’
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Unsafe useand storage

Slips, tripsand

Thehoseiscoiled neatlywheninuseandin

falls storage
Diesel fumes (enclosed A . Adiesel poweredwasherisnotusedinan
sphyxiation
space) enclosedspace
Electricity Electrocution Thg pressure_wgshgris notusedonelectrical
equipment, distributionboardsand fuse boxes
Employeesdonotenterinto manholes
Confined spaceentry Asphyxiation (specialist rescue equipmentand oxygen
depletion monitorsarerequired)
Flying debris Personal protectiveequipment (PPE)and
causing eye/ clothingavailable andusedasper
bodyinjury manufacturers instruction
Flrglj?ﬁss,mg Peoplekeptaway from operatingareas
Handarm Areacheckedforstones, glass, metal and debris
vibration beforestarting
Cuts The equipment is inspected before use and
Rotating equipment Defective serviced by a competentperson
equipment
leadingto
injury . . . .
Eye/ody Englng refilled before_sta(tlng Workwhllethe
injury engineis cool. If refue_lllng is requwe_d beforethe
Falls jobiscompleted, waitforthe engineto cool
Entangleme
nt
Falls Shields, guards, and other safety devices are in
Cuts place and working properly
Rotating equipment E_ye_/body Good balanceandsecurefoqting maintained
injury whenoperating
Entangleme Strimmerusedinaccordance with
nt manufacturer’sinstructions
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Engineshutoffbeforecleaning outcloggedor

H stuck cutter
Noise Hearingloss | H Appropriateear protectiontobe wornas
necessary
H Theequipmentisinterlocked, i.e. it will not
operate when cover is open
H Theequipmentisisolated before blockagesare
removed
Safesystemofworkinplacefor clearing
M
blockages
H The compactorisisolated/locked off when notin
Crushing/ use
Moving parts/manual amputationof| H | Studentsdonothaveaccesstothe compactor
handling of waste limbs M Operating instructionsare postedon baler
Backinjury | M Authorised personnel only usethe baler
H Smallvolumesofwasteare put incompactor at
anyonetimeto prevent manual handling injury
H Careistakenwhenremovingthe baleto prevent
itfallingonthe operator
Atrolley is provided formoving bales out of
H themachine. See ‘General School Risk
Assessments- No. 28 Manual Handling’
Death/
Electrocution SETious Theemergencyshutoffbuttonis tested
Entanglement IJury, H regularly
amputation of
limbs
Exposure to
Vermin Weil’s L | Thereisavermincontrol programme inplace
Disease
Baler tape Cutsfrom baler, H Careistakennottorun ba!ertape through
tape handsto prevent minor cuts
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Manual handling

Backor upper,

See‘General School Risk Assessments

limb injury -No. 28 Manual Handling’
The condition of the ladder ischecked before
Fall froma each use forcrack_ed or bepts_tiles_orrungs,
height resulting corrosion, defectiveormissing flttlngs.or Y
Defective ladders i Serious ties. Emplo_yeesdo notuse the ladder ifit
injuryor |sd§mageq| in anywayand_ reportdefects
death immediately to appropriate contact
Wooden laddersshould notbe painted N/A
(SeeWork at Height Regulations, Schedule 7)
Whenusing ladders, employeesdonotwork on
top 3rungs, ortop 2 steps for step ladders v
Fall froma Wh_ere possible, an a_Iternative method of
height resulting workingisused, e.g. using extendable polesto vy
Overreaching inserious clean highlevel areas -
injury or Laddersare properlys_,etupto avoid v
death overreaching
Mobiletowersareusedwherepracticable v
(See‘Use Ladders Safely— Information Sheet’
available atwww.hsa.ie)
Laddersare only used for shortdurationwork
(less than 30 minutes) and where therisk ofinjury| Yy
islow
Unsafe use of ladders/ Fz?:girotr]r; a Laddersareonly used forlightwork and not for
step ladders result?ng in workthat involves carrying heavy orawkward Y
Unsafe storageof ladders seriousinjury Items _ _
Unsecured ladders or death Laddersarestoredsafelyqnd unauthoriseduseis
prohibited Y
Laddersaresetoutonafirmbaseand leaningat
the correctangle 75degrees (1:4)1 Y
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Ladders are tied at the top to a secure structure. If a
ladder cannot be tied at the top it is secured at the
bottom, or heldbyasecond person

Laddersarenotplacedonadrum, boxorother
unstablebase

Laddersareremovedtostorageattheend of
eachworking day toensure that unauthorised
accesstoroofetc. byothers, particularly students, is
prevented

Laddersare only used for light work and not for
workthatinvolvescarrying heavy orawkward
tools orequipment

Footwear isfree frommud/grease before climbing
aladder

3pointsof contactare maintained atthe working
position

< <

Unsafe storage of kitchen
items

Toppling
goods

Utensils, crockery and other itemsare stored
appropriately onshelvesand incupboardsto
prevent topplingand
unsafeaccess

Fire

Burns
Smoke
inhalation

Designated employees have received trainingin
theuseoffirefighting equipment

AnFtypefireextinguisherisaccessible wherea
deepfatfryerisbeingused

Thekitchenisfitted withanappropriate firealarm
system
See‘Nos 12 & 13 General School - Fire

N/A

TRAINING FOR STAFF
ON EXTINGUISHER
USE

Safety
Committee

Damaged electrical
fittingsand equipment

Electrocution
Cuts

Defectiveelectrical equipmentshall beclearly
identified, labelledas outof useandstored
separately to prevent accidental use. Report
defectsto person incontrol of theworkplaceto

ensure allitemsarerepairedorreplaced.
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Complete ‘No.3-Portable Electrical
Appliances’

Pressurised water boilersexaminedbya

Explosion Scalds M
competentpersonannually
Heated uersilsand M Selfservlk(J:ewater boﬂensserv_g(cji annually
liances BUMS H Hobsorrangesareservicedas per Safety
P manufacturersinstructions ARRANGE SERVICE -
Scalds - Committee
Microwavesareusedasper manufacturers
Steam M . )
instructions
M Kniveskeptsharp (bluntknivesrequire
additional forceinuse leadingto accidents)
Knivesand cutterschecked fordamaged blades
Sharp knives Cuts/ H or handlesonce per term and BUY SHARPENER FOR| Safety
) disposed of if damaged )
and cutters lacerations - KNIVES Committee
M Knivesand cuttersstored separately to other
equipment
Knivesarewashed insink separately fromother
H | . Al
items of equipmentand never left soaking insink
Relevantemployeesare aware ofthehazardsand
H precautions thatmust be takenwhenusing
chemical products.
H When choosingchemical cleanersthe least
Skin Irritation hazardous chemical ispurchased
Contact with chemical Splashes Personal protectiveequipment (PPE) is
products, (e.g. cleaning (eyes) H providedandworn asdirectedon the
products) Allergies manufacturer’s guidelines.
Burns Chemical productsare labelled and stored safely
H inaccordance withthe manufacturer’s
requirements
H |Studentsdonothave accesstochemical products
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Stoppers provided to each class with an

External doors closing iniur external door so the doors can be NOT PERMITTED DUE| Safety
on fingers jury . . TO FIRE SAFETY  |Committee
propped open during egress and ingress
cassrooms closing on injury doorst prevent them being abe t PURCHASE ANDFIT | _ Safety
STOPPERS Committee

fingers

come together or bang against a wall.

76




Appendix 5 - Accident and Emergency Contact Details

Acting School Principal (Marita Keenan)

087 419 6372

Safety Officer (Andrew Furlong)

087 131 3921

poisonous material)

Local Doctor (Morehampton Clinic) 01 269 3921
Emergency Services 112/999

Donnybrook Garda Station 01 666 9200
Temple St. Children’s Hospital 01 878 4200
Crumlin Children’s Hospital 01 409 6100
St. Vincent’s Hospital 01 221 4000
Poison Control (If child/adult has ingested 01 809 2166

ESB Emergency

1850 372 999

Gas Emergency

1850 20 50 50

HSA (Health and Safety Authority)

1890 289 389
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Appendix 6 - Voice Care

Teachers: An at-risk group

Voice care is an issue of increasing concern to teachers and trainee teachers. The nature of the job, coupled with a
frequent lack of voice training, means that teachers are at greater risk than most other groups of employees of
experiencing vocal problems at some point in their careers.

The DfES has recognised, in its advice on teachers’ occupational health problems, “Fitness to Teach”, that teachers
are more likely than most other occupational groups to be obliged to consult their doctors about voice disorders.
Studies by the Health and Safety Executive and the General Teaching Council of Scotland have confirmed that
teachers are more likely than other professionals to be absent from work with voice problems.

Causes of Voice Problems

Voice is a key resource for teachers. Common contributory factors to the development of voice problems include
ineffective projection and breathing techniques, exacerbated by speaking for long periods when tired or stressed,
and vocal strain from supervising large groups, sometimes in teaching areas with poor acoustics and/or against
loud background noise.

Recognising the Signs

Most teachers accept that they will from time to time experience hoarseness or discomfort from upper respiratory
infections such as colds and flu. Prolonged and recurring hoarseness in the absence of a cold or throat infection
and a persistent change in pitch or quality of voice should, however, be investigated. Where teachers and trainee
teachers experience such problems, it is sensible for them to see their GP and ask about specialist help, where
appropriate, from a speech and language therapist and/or ENT consultant.

Preventative Voice Care Training

Attention to voice care techniques can be of substantial benefit to serving teachers and trainee teachers alike.
Teachers whose initial training included advice on care of their voice appear to have fewer voice problems during
their careers than their peers. For this reason, the INTO is keen to see greater attention, advice and support on
voice care issues, both as part of serving teachers’ ongoing training and also as part of trainees’ initial teacher
education courses.

Voice Care Network UK

Advice, guidance and training on this area is provided by the Voice Care Network UK, a registered charity set up by
voice teachers and speech and language therapists which exists to support teachers and other professional groups.

Their specialist support for teachers includes in-depth written advice and guidance documents and workshops,
tutored by speech and language therapists and voice teachers, which deal with voice awareness and how best to
avoid voice problems. The Network’s contact details can be found at the end of this guidance document.

Identifying when Medical Advice may be Needed
Consulting your Doctor

Teachers should be alert to the signs of vocal difficulties. These may occur at any time and may be due to overuse
of the voice, or to infection or illness. As a first step, teachers who experience any of the following symptoms
should consult their GP:

Regular and/or unexplained voice loss.

A change in voice quality (e.g. hoarseness or croakiness) for more than 10 days.

A weak and tired sounding voice.

A voice and/or throat that feels consistently painful or as if there is a lump in the throat.
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® Frequent throat clearing.
® Loss of vocal power or ability to project.

Doctors will usually consider any underlying infection, illness or allergic response and prescribe treatment
accordingly.

Referrals to E.N.T. Consultant

If the problem persists, teachers should make a further appointment with their GP and discuss whether referral to
an ENT consultant or laryngologist would be appropriate

Referrals to Speech and Language Therapist

Following a consultation with an ENT specialist, a referral to a Speech and Language Therapist may be deemed
appropriate.

Support from your Employer

Advice and assistance should also be made available by employers through the occupational health service. Steps
which employers might take to assist might include a voice therapy and also, for example, the provision of voice
amplification equipment in appropriate circumstances.

Checklist for using the Voice

Set out below is a brief summary of points to consider about the way teachers use their voices, possible problems
which they may be causing for themselves and the way in which their working environment may contribute to

these.

More detailed advice on these areas, in particular on speaking techniques, is available from the Voice Care
Network (see end of guidance for contact details).

Voice and Speech Patterns
It is important for teachers to:

Warm up their voice at the start of the day;
Focus their thoughts and make good use of key words;

® Consider the effect their voice needs to have on the listener and aim for flexibility to reflect the changing
moods they wish to convey;

®  Make use of pauses and silences to emphasise their meaning; and

® Be aware of the symptoms of vocal fatigue and consult their doctor accordingly.

® Relaxation

® Teachers may find it helpful to:

®  Practise relaxation techniques to ease whole body tension;

® Before lessons, stretch and relax their facial muscles to release tension from their face and jaw; and

® Take time to relax and let their voice recover after prolonged speaking, use “cooling down” exercises and
have a warm drink.

Posture

Teachers should be aware of their posture when speaking and consider how their postural alignment and degree
of muscular tension affect the tone and resonance of their voice.

Breathing
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Shallow “upper chest breathing” can affect the tone and resonance of the voice. Teachers may find it useful to
practice slower “centred breathing” using the diaphragm, which will help their vocal quality and also release
tension and recharge energy.

Pitch

- It is a useful exercise for teachers to seek to find their optimum or natural pitch. by making a sound of agreement
in their most relaxed state (“hm, hm”). The second sound is most likely to be very close to their optimum pitch.
Practicing speaking flexibly on and around this level can be helpful.

- Although this may be hard to achieve, teachers should try not to pitch outside their comfortable range or shout to
get attention. Instead, they should try using agreed signals and develop “getting attention” routines using sound,
visual and vocal signals.

Your Working Environment (Acoustics, Layout and Air Quality)

e Teachers need to be aware of acoustics, space and classroom layout and how these can impact upon their
voice and should consider how best to group their class for the task they are undertaking with regard to
the acoustics and layout of the room.

e Wood, stone, ceramics, pottery, brick, metal and glass all reflect sound, while some large spaces produce
echoes. Teachers should aim to speak more slowly with clear pronunciation rather than increasing the
volume in such surroundings.

e A heavily furnished room with low ceilings and containing many people will absorb sound, meaning that
voices have to work much harder, so teachers will need to maintain good posture and articulate words
using the front of the mouth.

e Dust and fumes or dry atmospheres can affect the voice as well. Poor standards of cleaning, particularly in
areas such as art or DandT rooms where particular materials such as clay, solvent-based glues etc are
used, can affect air quality. Rooms need to be well ventilated. Humidity can be increased by introducing a
few houseplants or by placing bowls of water near radiators.

Self Help for Vocal Fatigue

e Itisimportant to drink water frequently. Drinking six or eight glasses a day will help to keep the larynx
moist, especially in hot dry atmospheres. Keeping a glass of water to hand during lessons will help as will a
reduction in caffeine intake.

e For a mild sore throat, sucking fruit pastilles can help. Strong throat sprays, lozenges etc, which dry the
larynx, should be avoided. It is important to rest the voice as much as possible and avoid whispering, as it
is stressful for the larynx. Breathing steam rising from hot — but not boiling! — water can also be of benefit.

Further Advice and Help
Useful sources include:

® Health and Safety Executive Northern Ireland www.hseni.gov.uk for general advice on all areas of
occupational health and safety.

® Voice Care Network UK: contactable on 01926-864000 or at VCN UK, 29 Southbank Road, Kenilworth CV8
1LA and www.voicecare.org.uk. VCN UK is a national group of voice teachers and speech and language
therapists professionally qualified and experienced in classroom and clinic. They provide advice and
workshops on voice care, managing acoustics and extending skills in efficient use of voice. Publications
include “More Care for your Voice” (ISBN 0 9524524 2 1), a low-priced VCN publication which is a revised
and expanded version of “Care for your Voice”.

® Royal College of Speech and Language Therapists: contactable on 020 7378 1200 or at www.rcslt.org for
support and help with voice problems.
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Appendix 7(a) — Accident/Incident Record Form

Injured Party Details:

Surname:

Address (Home/Company):

First Name:

D.O.B.:

Status (Please tick appropriate box):

[J Student

Other (please specify):

71 Staff

Sex:

[1 Visitor

Date of Accident/Incident:

Date Accident/Incident reported to school management:

Where appropriate, more than one box in each section may be ticked.

TYPE OF ACCIDENT

Injured/damaged by a person

Struck by/contact with

Caught in/under

Slip/trip/fall

Sharps

Road Traffic Accident/Crash

Exposure to substances/environments
Manual handling

Property damage

TYPE OF INJURY

Fatality

Bruise

Concussion

Internal injury
Abrasion, graze
Fracture

Sprain

Torn ligaments

Burns

Scalds

Frostbite

Injury not ascertained
Trauma

Occupational disease
Other (please specify)

Tick

Tick

[0 Contractor

MAIN AGENT WHICH CAUSED ACCIDENT:

PART OF BODY INJURED

Head (except eyes)
Eyes

Face

Neck, back, spine
Chest, abdomen
Shoulder

Upper arm

Elbow

Lower arm, wrist
Hand

Finger (one or more)
Hip joint, thigh, kneecap
Knee joint

Lower leg

Ankle

Foot

Toe (one or more)
Multiple injuries
Trauma, shock

Other (please specify)

Tick
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Accident/Incident Record Form continued

Consequences: Result: Anticipated absence:
(] Fatal '] Sick leave ] 1-4 days
1 Non-fatal 1 Excused 1 4-7 days
1 Light duty '] 8-14 days
'] Medicine/Treatment '] More than 14 days
"1 None (i.e. no anticipated absence

resulting from the accident/incident)

Has the accident been reported to the 1 Yes ] No "1 Notapplicable
Health and Safety Authority?

Have you informed your insurance 1 Yes 7 No 1 Notapplicable
company?

Attach:
(a) Detailed description of accident/incident
a. Give a full description of:
i. the work/activity being carried out when the accident occurred
ii. the equipment in use (if any)
iii. location of accident
b. Detail how the accident occurred
(b) Injured party’s report
(c) Witness list (level of detail required will vary depending on the severity of the accident)
(d) Witness statements (level of detail required will vary depending on the severity of the accident)
(e) Sketch or photograph of the scene, equipment etc. where appropriate

Investigating staff member (BLOCK CAPITALS):

Signature:

Date:

Note 1: Certain accidents must be reported to the Health and Safety Authority. Reportable accidents
are all workplace fatalities and those accidents where a person is injured in the course of their
employment and cannot perform their normal work for more than 3 calendar days, not including the
day of the accident. A death, or an injury that requires treatment by a registered medical practitioner,
which does not occur while a person is at work, but is related to either a work activity or their place
of work is also reportable. Accidents may be reported on the Health and Safety Authority’s Incident
Report Form (IR1) or online at www.hsa.ie Further information can be found in Part 1 of the
Guidelines in the FAQ’s on Accident Investigating and Reporting.

Note 2: Please ensure all information gathered is in accordance with data protection principles
outlined by the Data Protection Commissioner. For further information please log onto
www.dataprotection.ie.
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Appendix 7(b) HSA Accident/Incident Record Form

http://www.hsa.ie/eng/Education/Managing Safety and Health in Schools/Interactive Ris
k Assessments %E2%80%93 Primary/Tool-5-Accident-or-Incident-Record-Form-1.pdf

Note 1: Certain accidents must be reported to the Health and Safety Authority. Reportable
accidents are all workplace fatalities and those accidents where a person is injured in the course
of their employment and cannot perform their normal work for more than 3 calendar days, not
including the day of the accident. A death, or an injury that requires treatment by a registered
medical practitioner, which does not occur while a person is at work, but is related to either a
work activity or their place of work is also reportable.

Accidents may be reported on the Health and Safety Authority’s Incident Report Form (IR1) or
online at www.hsa.ie Further information can be found in Part 1 of the Guidelines in the FAQ's
on Accident Investigating and Reporting.

Note 2: Please ensure all information gathered is in accordance with data protection principles
outlined by the Data Protection Commissioner. For further information please log onto
www.dataprotection.ie

Note 3: Where a dangerous occurrence occurs the Health and Safety Advisor/other designated
person must be notified through the incident reporting process.

Note 4: It is the responsibility of the senior site/area manager to notify the HSA as soon as
possible using Form No. IR3:
http://www.hsa.ie/eng Publications and Forms/Forms/IR3 Form.pdf

http://www.hsa.ie/eng/Publications and Forms/Publications/Safety and Health Managemen
t/Accident and Dangerous Occurrences Reporting.pdf
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Appendix 8 - Training

What is training needs analysis?

Training needs analysis is the identification of safety, health and welfare training needs for the school. A
training needs analysis should be carried out regularly and especially when staff members leave, in order
to identify and address any gaps in the provision of an effective safety, health and welfare management
system in the school. Risk assessments will also be a very good indicator of staff training needs.

Under Section 10 of the Safety, Health and Welfare at Work Act 2005, training should be given in the
following circumstances:

e Onrecruitment;

e Inthe event of a change of task assigned to a staff member, e.g. If a teacher who is a first-aider
goes on maternity leave then she will need to be replaced and that another teacher may need
the relevant first-aid training;

e The introduction of new systems of work, new work equipment or changes in existing work
equipment or systems of work;

e The introduction of new technology by the employer.

Refresher training is a short term course aimed at recall and reinforcement of previously acquired
knowledge and skills. It has to be carried out for certain courses after a defined period of time has
lapsed from the initial training, e.g. refresher first-aid training should be taken every 2 years.

1.

The school
assesses the
staff training

needs

g 2.
Training The school
database develops an
updated. annual training

Refresher and plan detailing
further training course 'l'y:se,
needs staff an
identified schedule

5

Course 3.
completed Include in
and training the Safety
records signed Action Plan
and retained

4,

Staff
are

notified
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Training Chart

The following chart outlines some safety, health and welfare training applicable to staff working in a school environment.

This chart is not exhaustive but gives a sample of training which may be obtained to fulfill competency requirements.

Training requirements are determined following a risk assessment.

Safety, Health | Safety, Health All staff should be provided with an All staff Annually in conjunction with
and Welfare and Welfare at overview of the safety, health and welfare Induction Training. It is
Training for Work Act 2005 management system (SMS). This will recommended that all staff
Staff ensure that all staff are familiar with the receive refresher training
school’s safety statement and risk annually or where the need
assessments arises
Induction Safety, Health All new staff should receive induction All staff including principals, part-time staff, | Induction training should
Training and Welfare at training on safety, health and welfare contractors etc should receive commence on employment or
Work Act 2005 matters on appointment to the school Safety, Health and Welfare induction on appointment to the school as
commencement of work in soon as possible to ensure staff
the school. This induction training will are familiar with emergency
outline safety procedures e.g. evacuation policy, first-aiders
emergency evacuation policy etc.
Manual Safety, Health Should be specific to the tasks a staff Staff who may potentially be involved in Not more than every three years
Handling and Welfare at member will be involved in and aims to manual handling of loads -priority to be and when there is any major
Work, (General ensure that the staff member understands | given to those who spend a significant change in the work a member of
Application) the reasons for doing the job with least amount of time involved in this task, e.g. staff is involved in or in the
Regulations 2007 | risk, can recognise the risks, and decide Caretaker equipment used
the best way to go about performing a
manual handling task. The training should
include instruction and practical training
Manual Safety, Health See ‘Guidance on the New Manual A school may decide to have a member of Instructors must undergo
Handling and Welfare at Handling Training System’ at staff trained as a Manual Handling refresher training at intervals of
Instructor Work (General www.hsa.ie/publications Instructor. This is purely at the discretion of | not more than every five years
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Application)
Regulations 2007

the school and should only be undertaken
where deemed appropriate

First-Aid

Safety, Health
and Welfare at
Work (General
Application)
Regulations 2007

Occupational First-Aid training should be
provided by an approved organisation
(See First Aid Guidelines at
www.hsa.ie/publications)

The Regulations place requirements on
employers in respect of their own
employees while they are at work and
employees in this context include persons
undergoing training for employment or
receiving work experience on the
employer’s premises. Account will also need
to be taken of non employees on the
employer’s premises (e.g. students in
schools and other places of public
assembly). Where first aid provision is made
for both employees and visitors, care should
be taken that the level of first aid provision
available to employees is not less than the
standard required by the Regulations and
these guidelines.” For further information;
please refer to the Application section of
the Health and Safety Authority Guidelines
on First Aid at Places of Work 2008

Re-certification required every 2
years

08/02/23

Safety
Representative

Safety, Health
and Welfare at
Work Act 2005

Should be completed upon appointment
and provide an overview of the role of a
safety representative and current safety,
health and welfare legislation and
management. (See ‘Guidelines on Safety
Representatives and Safety Consultation’
available at www.hsa.ie/publications)

Nominated safety representative

Annually

Fire Safety
Training

BSI
9999:2008

Fire safety training should be
continuous, commencing with induction
training on the first day of appointment
of new staff and continuing in the form

All staff

At least once a year
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of regular refresher training
Fire Marshall BSI Staff with particular responsibilities in Nominated staff At least once, preferably twice a
Training 9999:2008 respect of fire safety should receive year

detailed instructions in their own duties

and the necessary refresher training

Maximum number of employees present . . : :
Type of Workplace Number of Occupational First Aiders required

at any one time.

School Up to 99 1 if Safety Statement Risk Assessment shows its necessary
100-399 1 person
499-699 2 people
More than 700 1 extra person for every 300 employees or part thereof.
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Appendix 9 - Monitoring

The Board of Management, working with the safety committee, should establish monitoring structures
and procedures to monitor the school’s safety, health and welfare performance. This is to ensure that
planned actions contained within the school’s safety, health and welfare plan have actually taken place,
or where they have not, that they are scheduled to be addressed.

Monitoring can be achieved in a number of ways, e.g. conducting formal inspections and checks of all
school areas at predefined time to establish any faults or defects, inspections and checks of equipment,
extraction units, fire installations etc... and reviewing of accidents, near misses and dangerous
occurrences to monitor corrective actions taken.

Inspection template:

Item inspected Pass Fail Comment/safety action required Responsibility = Date closed

Signed: Date: [/ /
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Inspection Checklist Sheet:

Classroom:

Assessed by:

Housekeeping:

Floor free from trip/slip hazards?

Emergency exits/routes & passageways
clear?

Items stored appropriately?

Raw materials adequately stored?

All tools and equipment stored safely and
securely?

All waste cleared?

Fire safety:

Fire equipment pins and seals in place?

All fire equipment gauges reading correctly
(i.e.in green)?

Equipment mounted, serviced, accessible
and undamaged?

Emergency exits indicated, illuminated &
easily opened?

All sockets, switches, plugs & cables free
from damage?

Any sockets overloaded? Switch/fuse
boards locked?

Working environment & welfare:

All furniture & fittings in good repair?

All light fittings working functioning?

First-aid kit accessible and appropriately
stocked?

Relevant safety signs & markings in place?

If response is ‘no’ state what action is required and who is responsible

Signed:

Date:  /
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Appendix 10 - Safety Statement Record of Receipt

The Board of Management is obliged, under the Safety, Health and Welfare at Work Act 2005 to provide
a safe and healthy school environment for staff, students and visitors to the school. In this regard, the
Board of Management in co-operation with the school community has drawn up a safety statement,
which is a written statement specifying how safety, health and welfare is managed in this school. The
safety statement will be reviewed and updated annually or more frequently if necessary.

Staff are reminded of the responsibilities of each employee under the Safety, Health and Welfare at

Work Act 2005 which include:

e Complying with safety, health and welfare legislation in the 2005 Act and other relevant legislation;

e Taking reasonable care to protect his or her own safety, health and welfare and that of any other
person who may be affected by his or her acts or omissions at work;

e Co-operating with his or her employer or any other person as necessary to assist that person in
complying with safety, health and welfare legislation as appropriate;

e Taking account of the training and instructions provided by the Board of Management;

e Correctly using any article or substance and protective clothing and equipment provided for use at
work or for his/her protection;

e Reporting a breach of safety, health and welfare legislation or any defect in the place of work, the
systems of work or in any article or substance likely to endanger him or her or another person,
which comes to his/her attention.

Each staff member is requested to sign the form below and return it to the School Principalby _ /

/

| have read and understood the safety statement for St. Mary’s National School, Donnybrook

Name (BLOCK CAPITALS):

Signature:

Date:
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Methods of Communicating Safety, Health and Welfare Information:

Meetings

e Board of Management

o Staff

e Parents’ Council/Association

e Parent-Teacher

e In-School Management

e School Self-evaluation and Planning Steering Committee
e Pastoral Care/Care Team

e Special Needs/Learning Support/S.E.T.
e School Advisory Group (Staff)

e Other teams/groups

Information dissemination (oral)

e Safety, health and welfare briefings
e School assemblies

e Public address system

e Lectures

e Classes

Information dissemination (written)
e Safety Statement

e Notices

¢ Memoranda

e Newsletters (internal & external)
e Correspondence

e Reports

e Subject plans

e School plan

e Policies

e Teacher/induction handbooks

e Student journals

e Website

e Email



Appendix 11 - Planning Documents

Planner:

Effective management of safety, health and welfare in the school requires continuous attention. It

IS best that the school plans this work over the entire school year. The following is an overview
of how a school might plan the implementation and operation of the safety, health and welfare
management system over a full school year.

Where a safety committee is not in place, the tasks allocated to the committee in the planner
should devolve directly to the designated person for safety, health and welfare acting on behalf
of the Board of Management.

Board of
Management

Initiate safety, health and welfare audit;

Receive report on safety, health and welfare from the safety committee;
Review risk assessment;

Review/update safety statement in light of safety committee’s
report/recommendations;

Agree actions required;

Allocate resources where necessary;

Identify short, medium and long term priorities;
Approve/ratify safety, health and welfare decisions;

Sign off on safety, health and welfare policy;

Sign off on safety statement.

Designated person
for Safety, Health
and Welfare acting
on behalf of the
Board of
Management e.g.
Principal

Convene meeting of safety committee, where one exists;

Take necessary actions on foot of agreed safety committee decisions;
Ensure that required protocols for fire drills, accident reporting etc. are
fulfilled;

Respond to safety, health and welfare reports, events and issues;

Brief staff on safety, health and welfare and report on issues as required.

Safety Committee
(if in place)

Review safety statement and risk assessments;

Agree programme for year - actions/priorities/changes;

Assess training needs - established (fire, first aid, manual handling etc.)
and new/special requirements (new equipment, particular needs);
Agree training programme based on risk assessments;

Agree necessary corrective actions;

Decide on maintenance and servicing plan;

Report to the Board of Management.

Staff Meetings

Brief staff on key aspects of the safety statement - accident reporting
etc...;

Note relevant changes in risk, controls and procedures;

Routinely, and as the need arises, discuss safety, health and welfare
related issues.

Staff

Inspect work areas: teaching staff - classrooms, general purpose area
etc; non teaching staff - offices, toilets, corridors, grounds etc...;
Complete risk assessments as appropriate to one’s own area of work as
requested by the Board of Management. Each teacher should assess
their own classroom;

Follow internal accident and incident reporting procedures;

Comply with safety, health and welfare decisions of the Board of
Management.
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School safety, health and welfare management audit tool

A safety, health and welfare audit is a comprehensive review of all aspects of safety, health and

welfare management across the school as a whole. This initial review can be used in two ways:

e |t can be used by the Board of Management to establish the school’s current status in relation
to compliance with safety, health and welfare legislation and to help identify current gaps in

managing safety.

e |t can also be used by the Board of Management at the end of the school year to review the

school’s safety progress and assist with planning for the forthcoming year

School Year:

1.1 Does your school have a safety statement?

1.2 Is it current? (i.e. reviewed in the last 12 months)

1.3 Is it authorised/signed/ratified by the Board of Management?

1.4 Does it contain a clearly defined safety, health and welfare policy?

1.5 Does the safety, health and welfare policy include a commitment to
prevent injury and ill-health and continual improvement in safety, health
and welfare management and performance?

1.6 Does it include a commitment to comply with identified legislative
requirements that relate to occupational safety, health and welfare
hazards?

1.7 Does it provide a framework for setting and reviewing safety, health and
welfare action plan?

1.8 | Is the safety statement documented - in a written format either on paper
or electronically?

1.9 Is the safety statement communicated to all persons within the school?

1.10 | Is the safety statement communicated to interested parties, visitors, and
contractors?
1.11 | Have formal risk assessments been completed?

2.1 Has your school a written procedure for conducting hazard
identification, risk assessment and determining of control measures?

2.2 Does this procedure take into account routine and non-routine activities?
(Routine activities are defined as commonplace tasks, chores, or duties
as must be done regularly or at specified intervals; typical or everyday
activities. Non-routine activities are defined as tasks that are not done
regularly or at specified intervals; they are atypical activities).

2.3 Does this procedure take into account activities of all persons with
access to the school?

2.4 | Are the risk assessments documented and kept up to date?

3.1 | Is there a written procedure for identifying and assessing the legal and
other safety, health and welfare requirements?

3.2 Is the information kept up to date?

3.3 Is the relevant information communicated to interested parties?

4.1 | Has the Board of Management a written safety, health and welfare action
plan?

4.2 | Are the safety, health and welfare tasks identified in the action plan
assigned a timeframe for completion?

4.3 [s each task assigned to a person with responsibility for completion of
the task?
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4.4 | Are the tasks, as set, reviewed regularly at planned intervals and
adjusted, where necessary to ensure the action plan and its requirements
are being achieved?

5.1 | Are safety, health and welfare roles and responsibilities defined?

5.2 | Are safety, health and welfare roles and responsibilities assigned to
individuals?

5.3 | Are safety, health and welfare roles and responsibilities documented?

5.4 | Are safety, health and welfare roles and responsibilities communicated
to individuals?

6.1 | Are employees appropriately competent regarding safety, health and
welfare?

6.2 Does the Board of Management identify staff safety, health and welfare
training needs and set this out in a written plan? e.g. fire safety, first aid,
etc

6.3 Once training needs are identified, is the appropriate training provided
to meet these needs?

6.4 | Are training records retained?

7.1 Has the Board of Management established a formal procedure for
internal communication within the school?

7.2 Has the Board of Management established a formal procedure for
communication with contractors and other visitors to the school?

8.1 Has the Board of Management established a formal procedure for the
participation of staff in hazard identification, risk assessment and the
implementation of control measures?

8.2 Has the Board of Management established a procedure for the
involvement of staff in incident investigation?

8.3 Has the Board of Management established a procedure for the
participation of staff in the development of safety, health and welfare
policies? Does this procedure ensure adequate attention is paid to the
needs of individuals with disabilities?

8.4 Has the Board of Management established a procedure for consulting
staff if any changes are made that affect safety, health and welfare policy?

8.5 Has the Board of Management established a procedure for the
representation of staff on safety, health and welfare matters?

8.6 Has the Board of Management established a procedure for consulting
with contractors (building, maintenance, window cleaning) on safety,
health and welfare issues?

9.1 Has the Board of Management established procedures to identify
potential emergency situations? e.g floods, fire, bomb threat, fatalities,
serious incidents, suicide etc

9.2 Does this procedure establish how the school should respond to such
emergency situations?

9.3 Has the emergency plan taken into account the needs of relevant
interested parties? e.g. emergency services, neighbours, etc.

9.4 [s the procedure subject to periodic review and update and revised
where necessary?

9.5 Is the emergency evacuation plan displayed throughout the school?

9.6 Has the emergency evacuation procedure been developed to cover all

areas, processes and identify those people who may be at greater risk,
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e.g. visually impaired, individuals with disabilities, or those working in
noisy environments and have these procedures been communicated to
the school community?

9.7 Is there an audible fire warning system in your school?
9.8 | Are fire assembly points identified and clearly demarcated?
9.9 | Are directional fire signs displayed?

9.10 | Does your school have emergency lighting systems in place?

9.11 | Are fire exits kept clear at all times?

9.12 | Are fire drills carried out? (recommended 2 per year)

9.13 | Are the outcomes of fire drills recorded, e.g. time taken, reports of faults
or hindrances that require action?

9.14 | Is all first-aid equipment and fire fighting equipment (fire hose reels,
emergency lighting, fire extinguishers, fire blankets, etc.) in place?

9.15 | Are all fire installations and equipment inspected and serviced as per
requirements?

10.1 | Are written procedures in place for the measurement and monitoring of
safety, health and welfare performance - ongoing/periodic review of the
school safety, health and welfare plan?

10.2 | Is safety, health and welfare reviewed throughout the school year?

11.1 | Are written procedures in place to investigate and record incidents in
order to determine underlying safety, health and welfare deficiencies
and to identify corrective actions required?

11.2 | Are the safety, health and welfare tasks identified in the action plan
assigned a timeframe for completion?

11.3 | Are formal procedures in place to communicate results to the relevant
parties, e.g. Board of Management?

11.4 | Are accident reports documented and recorded in a timely manner?

11.5 | Arereportable accidents and dangerous occurrences reported to the
Health and Safety Authority when necessary?

12.1 | Are written procedures in place for dealing with actual and potential
noncompliance and for taking corrective action and preventive action?
e.g. inspections, outcomes of fire drills, etc...

12.2 | As new hazards are identified, are they risk assessed?

13.1 | Are there written procedures in place for the identification, storage,
protection, retrieval, retention and disposal of records? (to include safety
statement, risk assessments, policies, training records and accident
report forms)

14.1 | Are safety, health and welfare reviews conducted at planned intervals to
ensure the school is conforming to safety, health and welfare
requirements?

14.2 | Are safety, health and welfare reviews documented?

15.1 | Does the Board of Management, at planned intervals, review the safety,
health and welfare management system?

15.2 | Is the feedback from other interested parties?, e.g. fire services,
contractors reviewed?

15.3 | Are decisions of the Board of Management review communicated

formally to staff and parents?
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