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1.0 Preface 
 
 This document sets out the Safety Policy of  
 

Gael-Choláiste Chill Dara 
 

Nás na Ríogh 
 

Roll Number 68072i 
 

Our objective is to endeavour to provide a safe and healthy work environment for all our 
employees, students and to meet our duties to contractors and members of the public 
who may be affected by our operations.   The success of the policy will depend on your 
co-operation.   It is therefore important that you read the document carefully and 
understand your role and the overall arrangements for health and safety at Gael-
Choláiste Chill Dara. 
 
It is our intention to review this statement in the light of experience and developments in 
Gael-Choláiste Chill Dara. 
Staff and others are encouraged to put forward suggestions for improvement to the 
statement. 
 

Gael-Choláiste Chill Dara: 
 
Gael-Choláiste Chill Dara is located in Nás na Ríogh, Co. Chill Dara.  There are approximately 
176 pupils in the school at present.  The school employs approximately 16 teachers, 1 Teaching 
assistant, 1 secretaries, 1 accounts person, 0 caretaker, 0 IT Administrator and 3 part-time 
cleaning staff.  The school building was erected in 1970. 

 
 

2.0 POLICY AND DECLARATION OF INTENT 
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The Board of Management of Gael-Choláiste Chill Dara understand and confirm that it as the 
employer is obliged under the Safety, Health and Welfare at Work Act 2005 to provide a safe 
and healthy school environment for staff, pupils and visitors to schools. Its role includes : - 
 

 Control of safety and health at work; 

 Management and organisation of systems of work necessary to achieve those goals; 

 Enforcement procedures needed to ensure that the goals are met. 
 
 
The Board undertakes its duty to take all reasonable and practical steps to remove the likelihood 
of an accident occurring and to minimise the harm where one does occur.   
Equally all  employees (teaching and non-teaching)  are required by the 2005 Act to cooperate 
fully with the employer so that appropriate safety policies are established and implemented. 
Teachers owe a duty of care to their pupils and as employees they also have legal obligations 
under the 2005 Act. Similarly, ancillary, care-taker and support staff, also has legal obligations 
under the 2005 Act.  
 
 
The Act also requires employees to take reasonable care for their own safety and other persons 
affected by their acts or omissions, co-operate with their employer and to use the protective 
equipment provided. 

 
The Safety Policy of Gael-Choláiste Chill Dara is that: 

 
1. The Board of Management of Gael-Choláiste Chill Dara is committed to the 

management of all school activities so as to ensure safety, health and welfare 
of all employees, all students and all visitors to the school. 
 

2. It is our aim to manage safety and health issues in a comprehensive and pro- 
active manner in order to remove many of the factors, which cause and 
influence the creation of unsafe and unhealthy conditions. 

 
2. Safety at work is fundamental to the operation of Gael-Choláiste Chill Dara 
 
3. The statutory obligations contained in the Safety Statement are the 

minimum standard of safety in Gael-Choláiste Chill Dara.  Our aim will be to 
attain higher standards. 

 
4. Consultation with employees is held in good time on hazard identification, 

risk assessments, organisation of training, review and revision of systems 
of work and all aspects of the operation relating to Safety, Health and 
Welfare at work. 

 

5.   If any employee is found to have been culpably negligent in any matter of 
 health  and safety, or contributed to an accident through personal neglect, 
 then that person will be subject to Disciplinary Action. 

 
6. A safety representative may be appointed by the workforce to facilitate full 

consultation between employees and management to ensure that all      
employees derive the maximum advantage of safety standards. 

 

7.  The Safety statement and risk assessments will be continually monitored 
by in consultation with the Safety Representative and amended as 
required. 
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8.   Employees at all levels, wherever employed, will receive sufficient  
 training in the safety, health and welfare aspects of their work to  
 ensure that they are aware of potential hazards and the action (s)  
 required to overcome them. 

 

9.   All employees will co-operate together and with the employer to prevent  
 injury to themselves and to others.  It is only with the active co-operation          
 of all employees that good health and safety conditions may be attained. 

 
Note: We note that all fixed-term and temporary teachers, administration 
staff and Special Needs Assistants are considered ‘employees’ under 
Safety, Health and Welfare legislation. 

 
 

SIGNATURE:  _______________________________________ 
       (    Chairperson of the Board of Management    ) 
 
DATE: _________________ 

   
3.    SAFETY DELEGATION 
 

Overall responsibility for safety and health in the school Rests with : 

             Board of Management 

             Gael-Choláiste Chill Dara 

             Nás na Ríogh 

   

Name:  Lloyd Ó Breachain Title:  Chairperson  

 

Name:  Séamus Ó Ceanainn     Title:  Principal / Safety Officer 

 

Safety Systems Fire & Other Emergencies 

Name:  Conor Ó Mathúna Name:  Séamus Ó Ceanainn 

Title:    Deputy Principal Title:    Principal (Health and Safety) 

 

 
 

Safety Training First Aid  

Name:  Aoife Elster_________ Name:  Aoife Elster 

Title:    _______________________ Title:     

 

 
 

Stocking of First Aid Box 

Name:  Séamus Ó Ceanainn 
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Title: Principal  

 

Engagement of Contractors  

Name:  Séamus Ó Ceanainn  

Title:    Principal   

 
    Safety Representatives 

Names:-Paula Chadwick, Board of Management 

Katríona Ni Nuallain, School Staff 

 

___________________________________________________________________  

3.2 First aid arrangements 
 
FIRST AID BOX CONTENTS  ___________________________________________ 
     ___________________________________________ 

    ___________________________________________ 
     ___________________________________________ 
     ___________________________________________ 

    ___________________________________________ 
     ___________________________________________ 
     ___________________________________________ 

    ___________________________________________ 
     ___________________________________________ 
 
 
Location(s) of First aid  boxes _School Office, Labs, Sports Hall 
     ___________________________________________ 
 
 
Person(s) Responsible for First Aid  
          

 
  



Gael-Choláiste Chill Dara Nás na Ríogh                                 Safety Statement 2011         

 

8 

 

3.3 SAFETY CONSULTATION MEETINGS /SAFETY COMMITTEE MEETINGS  
 
The Safety Representative reports directly to the Safety Officer and indirectly to the Board of 
Management on all safety matters affecting Gael-Choláiste Chill Dara.  The Safety Committee 
meets from time to time, not less than once each term.  

 

The Safety Committee consists of Séamus Ó Ceanainn, Conor Ó Mathúna, Katríona Ní Nualain, 
Paula Chadwick 
Safety Representative(s Paula Chadwick, Board of Management Katríona Ni Nuallain,  
School Staff Employees with particular safety concerns are invited to report their concerns to the  
  

 

4.0         SAFETY ORGANISATION 
 

This statement of safety organisation represents where responsibilities lie and these 
responsibilities must be analysed through consultation and implementation.   
 

 
 
Chart Here 
 
 
 
 
 
 
 

5.0          ASSIGNMENT OF RESPONSIBILITIES 
 

Every member of management and teaching staff implicitly affects the health and safety 
of his colleagues and students by his acts, example, planning, risk assessment and 
decisions.  The following are the duties of the Safety Representative and each member 
of staff. 

 
 

5.1 Roles and Repsonsibilities 
 
Duties Of all Employees of  Gael-Choláiste Chill Dara 
 

Section 9, Safety, Health and Welfare at Work Act 2005 places a duty of care on all 
employees. 
 
It will be the duty of the employees while at work: - 

 

  To take reasonable care of his or her own safety, health and welfare and that of 
any other person who may be affected by any of his/her omissions while at work. 

 

  To use for his or her protection, safety clothing, equipment, appliances and 
 conveniences provided for securing health, safety and welfare at work. 

 

  To report without unreasonable  delay,  any defects in plant, equipment, 
place of work or system of work which might endanger safety or welfare, or which he or 
she becomes aware. 
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  Not to intentionally or recklessly interfere with any appliance, protective  
 clothing, convenience or equipment provided for the securing of safety,  
 health and welfare at work. 
 

      To manage and conduct work activities in a safe manner. 
 

 Not to engage in improper conduct/behaviour such as horseplay, bullying and     
violence. 

 

 Not be under the influence of an intoxicant where they can be a danger to themselves or 
others. 

 

 Not misrepresent the level of training previously received. 
 

Safety Officer 

 
Gael-Choláiste Chill Dara’sSafety Officer (with the assistance of the Safety Committee) will 
  

 Carry out the safety and health policy effectively. 
 

 Initiate accident report forms in his/her department for all accidents involving injury, 
damage or lost time. 

 

 Initiate accident investigations and review accident investigation reports in order to 
satisfied that the results have identified the cause(s),and ensure that corrective action 
is taken immediately to prevent a reoccurrence. 

 

 Periodically check first aid facilities and records. 
 

 Ensure that all persons responsible are available for and involved in safety 
inspections. 

 

 Ensure that statutory requirements affecting his/her work area are complied with. 
 

 Ensure that persons are adequately trained and fully aware of any hazards and 
control measures in Gael-Choláiste Chill Dara. 

 

 Ensure that all employees know what to do in the case of fire and know the location of 
and how to use fire equipment where necessary. 

 

 Ensure that all employees know the whereabouts of first aid facilities. 
 

 Continually develop, review and revise as necessary safe systems of work for all work 
activities in his/her department to ensure maximum safety for all under his/her 
supervision. 

 

 Ensure the Safety Representative is given the opportunity to accompany an inspector 
on inspections and co-operate with him/her on safety matters. 

 

 Ensure that all safety rules are observed and that protective equipment is worn or 
used where appropriate. 

 

 Ensure that all safety devices are always fitted properly adjusted and maintained. 
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 Ensure that all machinery and equipment is properly maintained and safe to use, by 
frequent inspections. 

 

 Ensure that all defects in his/her work place are promptly reported and rectified. 
 

 Maintain good housekeeping arrangements within his/her department at all times. 
 

 Seriously consider any representation about safety and health from any and all 
employees. 

 

 Liaise with the safety representative and/or employees in advance and in good time 
on all matters concerning safety, health and welfare at work. 

 

 Attend safety consultation meetings when required. 
All Others Including Contractors, Visitors Etc. 
 

 All contractors / subcontractors must produce a Safety Statement that is acceptable to 
management prior to commencement of work. 

 

 All persons entering the premises must observe the safety rules and the instructions 
given by persons enforcing the safety policy. 

 

 Contractors / subcontractors may not work on the premises until the relevant safety 
rules are adhered to. 

 

 Contractors / subcontractors may not work on the premises until covered by insurance 
against risk. 

 

 All contractors / subcontractors must be made aware of any hazards that they may 
encounter in their capacity with the organisation and the prescribed control measures 
necessary to reduce the risks of those hazards occurring. 

 

 
6.0 Training 
 
Employees are given adequate information, instruction and training on the work equipment and 
work processes that could affect their health and safety.   
 
Training depends on each employee’s work duties and may include 
 
 

o Persons Working at Height 
o Occupational First Aid Training 

 
 
6.3 Training Records 
 

The school will maintain a current record of each employee’s health and safety training.  Training 
records will be kept on file for an indefinite period. 

 
Training records will contain the following information: 

 Date of induction training 

 Date of instruction or exercise 

 Name of instructor/trainer and position 
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 Name of person receiving training 

 Nature and content of instruction. 

 Feedback on training 

 Signatures of trainee and trainer  
 
 
 
 

              RISK ASSESSMENT 
 

Risk Assessment takes places from time to time as necessitated by work practices and 
new equipment 
 
The aim of the risk assessment is the estimation of the degree of risk posed by any 
hazard.  It is based on the possible consequence of an accident in the workplace 
occurring, on the following basis, risks will be classified as either High (H), Medium (M) 
or Low (L) depending on the possible worst case consequences of a particular 
occurrence.  Risk assessments are carried out in accordance to the DES / HSA 
Guidelines To Managing Safety and Health in Post Primary Schools. 
 
Gael-Choláiste Chill Dara’sRisk Assessments information is recorded in Part 2 of 
this Safety Statement. 

 
 
 
 8 ACCIDENT INVESTIGATION AND REPORTING 
 
 
 Introduction 
 

The objective of this Gael-Choláiste Chill Dara Safety Statement is that no employee or 
student should be subject to any preventable injury, no matter how slight the 
consequence may be. Therefore it is important that all accidents and incidents with 
potential for injury, which do occur are reported to management. 

 
 The Incident Report Form 
 

The School as soon as possible following an incident, will complete an ‘Incident Report 
Form’.  See form below.    
 
Accident Investigation. 

 
When an incident or accident occurs the school will complete an investigation.  This 
investigation will not impede any external investigation by the Gardaí or the HSA or other 
agency. All employees are obliged to co-operate with any investigation and provide any 
information, which may be useful in establishing the circumstances surrounding an 
accident/dangerous occurrence. 
 
Dangerous Occurrences 

 
All dangerous occurrences (near misses) must be reported to your employer using the 
‘Dangerous Occurrence Form.’ The person completing the report form is responsible for 
ensuring remedial action is taken.   
 
Accidents Reportable to the HSA 
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In accordance with current legislation, all notifiable accidents are reported to the Health 
and Safety Authority on prescribed IR1 Form. A notifiable accident is defined as; 

 
Accidents at work resulting in a fatality or loss of more than 3 calendar days from 
work. 

  
Responsibility for ensuring that these reports are made when required, rests with the 
principal / deputy principal 

9 MANAGEMENT OF HAZARDS 

 
 
MANUAL HANDLING 
 
The school will, where possible, avoid manual handling tasks and, where it cannot be avoided, 
carry out risk assessments of all manual handling tasks, put control measures in place to reduce 
the risk, communicate those control measures to staff and monitor and review them as 
appropriate. 
 
The school will also provide manual handling training where needed and keep records of that 
training. 
 
General Guidelines on Manual Lifting of Inanimate Objects: 

 Think before lifting/handling. Plan the lift.  

 Keep the load close to the waist. Keep the load close to the body for as long as 
possible while lifting. Keep the heaviest side of the load next to the body.  

 Adopt a stable position. The feet should be hip width apart and flat on the ground with 
feet facing the direction of movement.  Avoid tight clothing or unsuitable footwear, which 
may make this difficult. 

 Get a good hold. Where possible the load should be hugged as close as possible to the 
body using the whole of the hand. 

 Start in a good posture. At the start of the lift, slight bending of the back, hips and 
knees is preferable to fully flexing the back (stooping) or fully flexing the hips and knees 
(squatting).  

 Don’t flex the back any further while lifting. This can happen if the legs begin to 
straighten before starting to raise the load. 

 Avoid twisting the back or leaning sideways, especially while the back is bent. 
Shoulders should be kept level and facing in the same direction as the hips. Turn by 
moving the feet. 

 Keep the head up when handling. Look ahead, not down at the load, once it has been 
held securely. 

 Move smoothly. The load should not be jerked or snatched as this can make it harder to 
keep control and can increase the risk of injury. 

 Don’t lift or handle more than can be easily managed. There is a difference between 
what people can lift and what they can safely lift. If in doubt, seek advice or get help. 

 Put down, then adjust. If precise positioning of the load is necessary, put it down first, 
then slide it into the desired position. 

 

CHEMICAL SUBSTANCES 
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All chemicals are assessed in accordance with their Material Safety Data Sheets and the 
Safety, Health and Welfare at Work (Chemical Regulations) 2001. 
 
Identification and Labelling of Chemical Substances 
 

All containers of chemical substances must be labelled in accordance with the 
requirements of the Classification, Packaging and Labelling of Dangerous Substances 
Regulations. As such the label should specify: 

 the name, address and telephone number of the person responsible for placing the 
preparation on the market, 

 the trade name or description of the preparation, 

 the name of the substance(s) present in the preparation, 

 the danger symbol(s) required, 

 one or more risk phrases, where appropriate, 

 one or more safety phrases, 

 the quantity, by volume or mass, 

 Material Safety Data Sheets (MSDS’s) must be available for each substance in use. 
An up to date file of MSDS’s will be maintained. This will be available to all employees 
for reference. 

 Limit use of all substance deemed to be hazardous to health 

 Substitute any chemicals deemed to be hazardous to health with a more appropriate 
substance, which has limited hazardous effects. 

 
 Storage 
 

Chemicals stored on premises may only be stored in designated storage areas. The 
following minimum standards apply to all such facilities: 
- substances should not be stored together if their respective hazard symbols 
 indicate the materials are incompatible, 
- storage areas will be properly identified by appropriate safety signs to indicate 
 their contents or class of contents, 
- an inventory of chemicals stored must be maintained, 
- dispose of all redundant materials in an appropriate manner as soon as 

reasonably practicable. 
 
 Use Of Chemical Substances 
 

Measures for controlling exposure may be any combination of the following: 
- sufficient general ventilation, 
- suitable personal protective equipment, 
- prohibition of eating, drinking etc. provision of adequate facilities for 
 washing, changing and storage of clothes. 

 
 
 First Aid 
 

Know how to deal with accidents involving chemicals.  Sometimes you need special first 
aid items readily available, for example when handling cyanides or hazardous chemicals 
such as hydrofluoric acid.  Follow your suppliers’ and Material Safety Data Sheet advice. 

 
 
Protective Clothing (PPE) 

 
Use of protective clothing should be a last resort after other means of control have been fully 
considered. 
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Guidelines include: 
 

 Take your suppliers’ advice when choosing clothing and gloves.  Many solvents quickly 
penetrate rubber-based materials.  Few materials provide protection if immersed in 
hazardous chemicals - design work methods so that at worst only minor splashes occur. 

 

 Keep protective clothing clean to avoid irritation from materials, like cement, which may 
enter gloves at wrist.  Contaminated clothing should always be cleaned, e.g. washed or 
hosed down, before the operator takes it off - this will prevent contamination the next 
time it is worn.  The employer should provide for cleaning of personal protective 
equipment. 

 

 Disposable suits are useful for dirty jobs where unit laundry costs are high e.g. for visitors 
required to wear protective clothing. 

 

 

 NOISE & VIBRATION AT WORK 

 
Introduction 

 

Exposure to high level of noise, either constantly or as a sudden loud “bang” from machinery, can cause 

incurable deafness, often preceded by a ringing in the ears.  

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

employer to assess   noise levels and if  above 80 decibels [dB(A)], then certain action must be taken.  

The level of noise must be kept to the lowest practicable; by for instance quieting the source of noise or 

reducing the amount of time people spend in a noisy area. 

 

The important factors causing deafness are: 

 

 the level of noise. 

 the length of time a person is exposed to noise. 

 

Identify a problem 

 

 as a rough guide, if it is difficult to hear a normal conversation the noise level is probably over 80 

dB(A). 

 get the level measured by a competent person. 

 

 Control of Noise 

 

Protection against noise is best achieved by controlling it at source.  Follow this sequence to reduce 

exposure - wearing protection is very much a last resort. 

 design the machine and process to produce less noise. 

 choose quiet machines or processes when selecting production methods. Get the supplier to specify 

noise levels at the operators’ positions. 

 enclose noisy machines with sound-insulating panels. 

 put noisy machines and processes in separate rooms or fix ceiling-high partitions. 

 get operators in noisy areas to wear ear protection. 

 reduce the duration of exposure by job rotation or provide a noise refuge. 

Hearing damage is cumulative.  Make sure that young people in particular get into the routine of avoiding 

noise exposure before their hearing is permanently damaged. 
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WORK AT HEIGHT 

 

Any work at height must be carefully assessed, planned and organised prior to carrying out any work. 

 

If staff such as the caretaker must work at height, they are provided with protection to ensure they do not 

fall from height by for example:  protective edges, harnesses, etc. and an agreed safe system of work must 

be employed following a detailed risk assessment of the tasks required to be carried out at height. 

 

Work at height is carried out only when weather conditions do not place the safety and health of 

employees at risk. 

 

An employer will ensure that work is not carried out at height unless it is reasonably practicable to do so 

safely and without risk to health.  Where protective measures are taken, but do not eliminate the risk of a 

fall occurring, an employer will provide: 

 sufficient work equipment to minimise the distance of a potential fall and the risk of personal 

injury, and  

 provide such additional training and instruction or take other additional suitable and sufficient 

measures to prevent so far as is practicable any employee falling a distance liable to cause 

personal injury. 

 

 

 Selection of Equipment: 

 

The protection of places of work at height must be stable, of sufficient strength and rigidity for the 

purpose, or sufficient dimension, provided with suitable and sufficient edge protection, and must possess a 

surface that has no gap through which an employee could fall or through which an object could fall or give 

rise to other risk of injury. 

 

When choosing work equipment, the school will give collective measures priority over personal protective 

measures, and take account of 

 The work conditions and risks to the safety and health of employees where the equipment is used. 

 In the case of work equipment for access and egress, the distance and height to be negotiated; 

 The distance of a potential fall and risk of personal injury; 

 The duration and frequency of the use of the equipment; 

 The need for easy and timely evacuation and rescue in an emergency, and  

 Any additional risk posed by the use, installation and removal of work equipment or by 

evacuation and rescue from it. 

 

 

 

 

 

 WORK EQUIPMENT 

 

 

Employees will be consulted in advance and in good time prior to the selection, purchase and installation 

of work equipment.  In the school this equipment includes the equipment in the staff areas and offices, the 

caretakers tools and gardening equipment, science lab equipment, art room and home economics 

equipment, gym equipment and the machines and equipment operated in the Materials Technology Wood 

areas 

 

The school  will ensure that: 

 In selecting, account is taken of specific working conditions, characteristics and hazards in the 

place of work 

 Necessary measures so that equipment is installed and located and is suitable for the work to be 

carried out without risk to their safety and health are provided 
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Where it is not possible to fully ensure equipment can be used without risk to safety and /or health:  

 Appropriate measures must be taken to minimise such risk; 

 Sufficient space must be provided to reduce such risks; 

 Employees are supported ergonomically to prevent static postures and repeated use of a particular 

muscle group; 

 The area in which the equipment is used must be suitably lit, and 

 Employees must be protected from the risk of coming into contact or close to cold and/or heated 

parts of the equipment 

 

Where there are specific risks to health and safety in the use of work equipment: 

 The equipment must be restricted to employees required to use it, and 

 In cases of work involving repairs, modifications, maintenance or servicing, the employees 

concerned must be competent to carry out such work. 

 

Work equipment must: 

 Bear warnings and marking essential to ensure health and safety, 

 Be provided with safe means of access / egress, and be able to remain safely in all areas necessary 

 Only be used for operations and under conditions for which it is appropriate 

 Be appropriate for the prevention of the risk of explosion 

 Erected and dismantled under safe conditions 

 Be protected by devices or appropriate means against the effects of lightning, and 

 Be appropriate for protecting employees against the risk of equipment catching fire or overheating 

or of discharge of gas, dust, liquid, vapour or other substances produced, used or stored in the 

work equipment. 

 

 

 Control Devices 

 

 Must be clearly visible and identifiable 

 Must be located outside danger zones 

 Cannot cause additional hazard 

 Cannot give rise to any hazard as a result of any unintentional operations, 

 Absence of person(s) in danger zones must be verifiable from main control position, and 

where impracticable to comply with this, a safe system such as an audible or visible 

warning signal, or both is given auto when the machine is about to start  

 Control devices may be started only by deliberate actions, and 

 Is fitted with a control to stop it completely and safely 

 Each workstation must be fitted with control to stop some or all of the equipment 

dependant on the hazards. 

 Stop control must have priority over start controls, and 

 Where appropriate, and depending on hazards the equipment presents and its normal 

stopping time, equipment must be fitted with an emergency stop device. 

 

 Guards and Protective Devices 

 

Guards and protective devices must be provided to protect employees from: 

 Falling objects or projections 

 Emissions of gas, vapour, liquid or dust – containment, extraction or both near the source 

 

Guards and protective devices must be provided with stabilised by clamping or other means, where 

necessary 

Appropriate measures must be provided with protection from risk of rupture or disintegration  

Moving parts must be provided with adequate guards and protection devices 
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Guards must be of robust construction, not give rise to additional hazards, not easily be removed or 

rendered inoperative, situated at sufficient distance form danger zone, don’t restrict view of operating 

cycle, allow ops to fit or replace parts, and 

Warning devices must be unambiguous, easily perceived and understood. 

 

 Connection to Energy Sources 

  

The school will ensure that – 
All work equipment are fitted with clearly identifiable means to isolate it from all its  

energy sources 

The reconnecting of equipment to its energy sources poses no risk to the employees  

concerned. 

 

 Work Equipment for Lifting Loads  

 

 Work involving the lifting of loads must be properly planned, appropriately supervised, and 

carried out to protect the safety of employees. 

 The strength and stability during use must be assured having regard to the loads to be lifted and 

the stress induced at the mounting or fixing pts of the structure. 

 When using work equipment for lifting of loads the stability of the equipment and loads must be 

assured in unforeseeable conditions taking account of the nature of the ground. 

 Work equipment for lifting or moving persons or for lifting goods is, where applicable, provided 

such as to- 

 Prevent risk of carrier falling, where one exists, by suitable devices, 

 Prevent risk of user falling from carrier, 

 Prevent risk of persons being crushed, trapped or struck 

 Where carrier has roof, equipped with a suitable inspection control station and stopping 

device 

 Ensure that persons trapped in the carrier are not exposed to danger, can raise the alarm 

and can be freed 

 

 

10 SAFE HOUSEKEEPING 
 

Good housekeeping means maintaining the area and ancillary accommodation in a clean, tidy, safe and 

hygienic manner.  All employees and supervisors must accept responsibility for housekeeping practices 

and must provide a good example to others, with a view to preventing accidents and promoting good 

health. 

 

Housekeeping Arrangements.  

  

The main objectives of a good housekeeping policy are: 

 

1.  To eliminate accident, fire and evacuation hazards. 

 

2.  To conserve space, time, materials and effort. 

 

3.  To provide and maintain safe and healthy working conditions.   

 

Material Storage. 

 

Improper storage arrangements for materials, equipment and substances can result in serious accidents.  

Materials should be stored in designated areas with stacking arrangements supervised by a competent 

person.  Hazardous substances should be stored, transported and used safely and only stored in properly 

labelled and approved containers in designated areas or compounds. 
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Specific arrangements should be in place covering the storage of highly flammable liquids and gases, with 

designated stores well ventilated and signage posted as ‘no smoking areas’. Highly flammable liquids and 

gases should never be stored over night in buildings. They should be removed to a secure compound or 

designated store. 

 

Rubbish burning is prohibited on the premises unless a supervised and approved incinerator is provided. 

 

Suitable and sufficient lighting should be provided at all storage locations and along access routes.  The 

lighting should be maintained on an ongoing basis and any defects corrected without delay. 

 

Floors And Access Ways. 

 

All floors and access ways should be kept clear at all times.  They should be so arranged that they are the 

easiest and most obvious means of moving around the premises thus removing the temptation to take short 

cuts through operational or hazardous areas. Stacked materials should not project into the access way or 

passageway.Suitable and sufficient lighting should be provided and maintained on an ongoing basis. 

 

Disposal of waste. 

 

Adequate provisions should be made for the storage and disposal of waste materials.  Waste will not be 

allowed to accumulate on the premises and never stored along access routes or passageways.  Harmful or 

toxic waste will be stored and disposed of in accordance with statutory provisions.  Waste food should be 

stored in lidded containers and disposed of safely.   Every effort will be made to recycle and/or condense 

waste to reduce use of landfills. 

 

Hygiene. 

 

Welfare facilities, including toilets and canteens, must be kept clean at all times and inspected on a regular 

basis. 

Employees will be encouraged to maintain high standards of cleanliness in welfare facilities and to report 

any defects or deficiencies. 

 

 

 

 

11 GENERAL HAZARD IDENTIFICATION AND RISK CONTOL 

 

 
This section presents the general guidance in relation to the identification and control of general 

hazards that may be found around the school 

 

ELECTRICITY 

 

HAZARDS 
 

Use of faulty electrical equipment. 

Overloading of electrical circuits. 

Improperly installed and maintained electrics. 

 

RISKS 
 

Accidents are mainly due to misuse of badly maintained equipment and an increased risk of electric shock 

during cleaning operations.  Based on the likelihood of an electrical accident and the severity of injury, 

electricity is thought to present a Medium risk. 

  

CONTROL MEASURES 
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 All electrical equipment and electrical installations, including distribution boards, sockets, 

transformers, and connections are suitably protected from ingress of moisture or of particles and 

foreseeable impacts, as appropriate to the location 

 Persons carrying out electrical works must be competent  

 Ensure existing electrical installation are inspected and tested annually, and that all defects found 

during testing & inspection are rectified promptly so as to prevent danger 

 Ensure precautions are taken for work on electrical equipment as regards working space, access, 

and lighting. 

 Ensure suitable arrangements are provided as to prevent danger as regards adverse and hazardous 

environments, protection against electric shock in normal conditions and fault conditions, portable 

equipment, connection and cables, over current protection, auxiliary generator and battery supply, 

and switching and isolation for work on equip made dead 

 Ensure that all electrical work that involves more than fuse, bulb or plug changing is attended to 

by qualified personnel. 

 Ensure that all socket outlets carrying 220v AC or more are protected with earth leakage circuit 

breakers with 30mA/30m sec sensitivity as a fire precaution and to prevent electric shock. 

 Ensure that all electrical equipment used out of doors should be suitably insulated and should be 

supplied through a circuit protected by a 30mA residual current device. 

 Ensure that damaged power leads are shortened to remove the damaged section or are replaced - 

they are never repaired. 

 Ensure that multi adapters may only be used for temporary purpose on low powered equipment 

such as VDU’s, adding machines, etc.  Ensure that all circuits are provided with suitable safety 

trips and fuses.  Where necessary have additional power point installed by a competent qualified 

electrician. 

 Ensure electric equipment and installations do not provide sources of ignition. 

 Ensure that all electrical equipment is properly marked to indicate its function, particularly at the 

distribution boards.  This is an essential precaution particularly for maintenance work. 

 Ensure that flexible cables are adequately protected against external mechanical damage.  Flexible 

cables are not allowed to run across floors or gangways.  Where damage at floor level to cables is 

possible, protection by ramps, conduit or armoring is used. Unless absolutely necessary, no work 

is carried out on live electrical equipment.  Only a qualified electrician taking special precautions 

(i.e.: permit-to-work system, hot work permit, etc.) will be allowed to carry out works on live 

equipment. 

 Employees are obliged to report any faulty or defective electrical equipment or installation and are 

advised to report any loose electrical connections, any electrical shock, any burning smell or 

blackening of leads or plug pins to management immediately. 

 

 

   OFFICES 

 

HAZARDS 

 

Improper use of power points. 

Trailing cables. 

Poor layout/inadequate space. 

Inadequate ventilation 

Inadequate lighting 

 

RISKS 

 

Trailing cables can result in trips and falls. 

Overloaded power points can create a fire hazard. 

Improper layout/inadequate space can result in bumping into fittings etc. 

Awkward postures necessitated by inadequate space/poor workspace layout can lead to muscle injury. 
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Sick building syndrome/spread of bacteria/asthma, respiratory difficulties, etc. 

 

CONTROL MEASURES 
 

Ensure that suitable lighting arrangements are provided for office work. 

 

Ensure that sufficient fixed socket outlets are provided throughout the office areas to minimise the use of 

adapters and extension leads. 

 

Ensure that cables do not run across open areas; where trailing cables are a problem they will be covered 

and the risk of tripping eliminated. 

 

Ensure that adequate and suitable storage facilities are provided. 

 

Ensure that adequate space is provided to prevent overcrowding and to allow free movement around the 

office areas. 

 

Ensure that bins are emptied regularly. 

 

Ensure that the drawers of filing cabinets etc. are kept closed unless being accessed for materials. 

 

Ensure that all office furniture and equipment is kept in good condition.  Any defective, broken or faulty 

materials will be replaced/repaired immediately. 

 

Ensure consultation with persons who will be using office furniture and equipment prior to purchase with 

thought given to ergonomic conditions. 

 

 

    ACCESS/EGRESS 

 

HAZARDS 

 

Improper and inadequate access. 

The blocking of access ways with equipment/furniture etc. 

Poor housekeeping practices. 

Wet slippery or broken flooring along passageways. 

Failure to demarcate access ways through hazardous/operational areas. 

 

RISKS 
 

The main risk associated with poor access and egress arrangements are tripping, slipping and falling. Fire, 

obstruction or inadequate access can result in ineffective emergency evacuation of the premises.  The 

nature of work activities and related hazards may increase the likelihood and/or severity of consequences 

of accidents occurring where poor access/egress conditions prevail, i.e.: vehicles, work at height, loading, 

and unloading. The risk to employees, contractors and visitors from access and egress hazards is 

dependent on the work activities and the extent to which all persons are made aware of the associated 

hazards and control measures necessary for the particular work activity and agree a safe system of work. 

 

CONTROL MEASURES 
 

Ensure that all doors and access points are kept clear and maintained in good condition. 

 

Fire exit routes must always be kept unobstructed and all fire exit doors open outwards. 

 

Ensure that all gangways are kept clear of obstruction. 
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Ensure that all floor surfaces are kept in a clean undamaged condition, free from tripping/slipping hazards. 

 

Every person working on the premises is responsible for ensuring that his/her work area is kept clear of 

slip and tripping hazards.  Any person causing a spillage or other slip or tripping hazard is responsible for 

ensuring that it is cleaned/tidied up immediately. 

 

Ensure that the selection of floor covering is based on the type of activity undertaken and should be of a 

standard which will prevent slips/falls.  Where non-slip flooring is not provided in areas where there is a 

safety risk, suitably non-slip footwear will be provided. 

 

Ensure that good housekeeping practices are strictly adhered to, to minimise any build up of materials 

along access ways. 

 

The standard of lighting is adequate to ensure prevention of accidents including slip, trip and fall 

accidents. 

 

Transparent doors must be appropriate marked at a conspicuous level.  If safety glass (materials)  

are not used, and if there is a danger that employees may be injured if a door or gate should  

shatter, the surfaces are protected against breakages. 

 

Fire exit routes must always be kept unobstructed. 

 

 

           DELIVERY/STORAGE OF GOODS 

 

HAZARDS 

 

Inadequate access. 

Lifting of heavy or awkward loads. 

Obstruction of access ways.  

Improper storage of goods. 

 

RISKS - LOADING/UNLOADING 

 

Accidents can occur if the vision of the driver is obstructed, or if the load shifts or falls from the vehicle, 

or if the vehicle is unsuitable to carry the load. The risks include back injury when engaged in manual 

handling, goods falling onto persons, or persons tripping over goods.  

 

CONTROL MEASURES 
 

 All delivery areas will be kept free from slipping, tripping hazards.  Where there is a risk of tripping, 

non-slip covering will be put in place. 

 All goods will be removed immediately and placed in suitable storage areas so that they do not present 

a risk. 

 

RISKS - STORAGE/RACKING 

 

Incorrectly stacked goods may fall, injuring staff below. Overloading shelves/racks may lead to collapse.  

Persons climbing on racking may fall and injure themselves. 

 

CONTROL MEASURES 

 

 Racking should be capable of supporting intended loads and be properly fixed, e.g. bolted to the floor. 

 Find out the maximum safe working load of all racking systems and mark it on the racking.  Protect the 

racking from mechanical damage from fork lift trucks etc. 

 Goods should be properly stacked with the heaviest at the bottom if possible. 
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 Proper safety ladders should be used and training on their use provided. 

 Any staff involved in moving heavy goods/materials will be instructed in safe manual handling 

techniques. 

 Adequate storage facilities will be provided on the premises taking account of the materials which must 

be stored for the type of activity undertaken. 

 

 

     OUTSIDE AREA/VEHICLE MOVEMENTS 

 

HAZARDS 

 

Improperly maintained outside areas. 

Improperly secured areas for traffic. 

Blocking of exit routes 

Barriers not erected where necessary to prevent collision that would present specific hazards 

 

RISKS 

 

The movement of students, staff and deliveries into, out of and around Gael-Choláiste Chill Dara 

involves the use of a wide range of vehicles that increase the risk of an incident. 

Driving vehicles at speed endangers both employees and visitors. Improperly maintained grounds present 

risks to staff/clients accessing/egressing the premises. 

Inability to evacuate premises safely in an emergency situation. 

Collision of machinery with hazardous items/equipment, e.g. compressed cylinders, flammable materials, 

etc. 

 

CONTROL MEASURES 

 

 Devise a safe system of traffic movement to include methods and procedures for arrival, reception, 

unloading and movement within the cartilage of the premises. 

 Ensure the provision of safe pedestrian walkways that are sufficiently sign-posted to ensure the safe 

circulation of vehicles and pedestrians in areas of vehicle movement such as warehouses, yards, 

loading/unloading areas, etc. 

 Display clear information/warning signs setting out these procedures. 

 Issue information/instruction cards to visiting drivers and members of the public. 

 Devise one-way traffic systems. 

 Provide sufficient designated parking areas to allow the segregation of private cars from goods traffic. 

 Restrict access to dangerous areas such as loading/unloading bays to authorised persons only and 

provide adequate signage to that affect. 

 Ensure that all roadways/walkways/car parks are maintained in good condition, with well laid out 

parking spaces. 

 Ensure that all pathways, flag stones, manhole covers, gullies, grates etc., are maintained in good 

condition. 

 Ensure that any holes and openings on the premises are securely fenced off and securely fixed covers 

provided. 

 Ensure that the grounds are regularly maintained and inspected for hazards and that any reported 

hazards are dealt with immediately. 

 Ensure barriers are erected where specific hazards are identified with regard to collision. 

 Ensure all exit routes are clearly marked as “No Parking” area and that such signage is adhered to. 

 

 

 

 FIRE AND EMERGENCY PROCEDURES 

 

HAZARDS 
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Common fire hazards in premises include faulty electrical equipment, presence of lots of combustible 

materials, and improperly stored flammable materials. 

 

RISKS 
 

Fire can cause severe burns and death. Health and safety risks from an outbreak of a fire on the premises 

must be considered as High. 

 

CONTROL MEASURES 
 

A place of work must be equipped with appropriate fire fighting equipment and as necessary fire detectors 

and alarm system, taking account of – dimensions and use of buildings, equipment contained, the physical 

and chemical characteristics of the substances present, and the maximum potential number of people 

present. 
 

Fire detection and fighting equipment must be inspected and maintained as frequently as necessary to 

ensure that it is in good working order, and serviced by a competent person as frequently as necessary. 

 

A fire safety programme will be developed to guard against the outbreak of fire and to ensure as far as is 

reasonably practicable the safety of persons on the premises in the event of fire. 

 

Ensure that adequate means of escape are available, unobstructed and clearly identifiable throughout the 

premises. 

 

Ensure that emergency lighting has been provided to facilitate escape from the premises.  These must be 

tested on a regular basis. 

 

Ensure that all staff are informed of the location of fir fighting equipment and of its proper use in the event 

of a fire breaking out.  Ensure that fire point signage is provided over the fire appliances. 

 

Ensure that a fire risk emergency plan has been drawn up and notices are fire action signage is 

prominently displayed. 

 

Employees must be designated as fire wardens for specific areas to undertake control and ensure the safe 

evacuation of persons on the premise in the event of a fire. 

 

Ensure that all staff are instructed to read the “Emergency Evacuation Procedures”.  All personnel will 

be instructed on: 

 How to call the Fire Brigade. 

 The correct use of the fire appliances provided. 

 Instruction on the routes of escape provided. 

 Safe emergency procedures. 

 

Ensure that all electrical arrangements are kept under review to prevent the risk of electrical fire.  Ensure 

that good housekeeping practices are operating to prevent the build up of combustible materials that 

constitute a fire risk. 

 

Do not permit the use of portable electric bar heaters on the premises. 

 

 Fire Protection 

 

 Ensure that all fire extinguishers; hose reels and hydrants (if fitted) are correctly suited and meet the 

statutory regulations.  Hose reels must be pressure tested annually to ensure they will operate 

effectively in an emergency. 
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 Ensure that smoke and heat detectors are regularly tested by a competent person and keep records on 

file. 

 Ensure provision of manual call points at aggress/ egress points to alert all to a fire / emergency 

condition. 

 Ensure that fire alarm bells (break glass activation) are maintained regularly. 

 Ensure that all fire exits and emergency paths of egress are marked using the standard symbols. Staff 

must ensure they are kept clear at all times. 

 Ensure that fire assembly points are clearly defined. 

Fire Prevention & Safety 

 

 Ensure that smoking is prohibited throughout the workplace with no exceptions. Management are to 

ensure that this policy is enforced. 

 Ensure that special care is taken when working with naked flames, hot surfaces and heated elements 

and, where practicable, protective guards will be used. 

 Ensure that all combustible materials are stored in a safe manner and are removed on a daily basis. 

 Ensure that all electrical switch systems, motors, cabling, plugs and sockets are of the highest safety 

standards. They must comply with all the safety regulations on earthing, fusing and insulation. 

 Ensure that fire safety inspections and analysis of potential fire hazards are regularly carried out. 

 Ensure that a fire safety register is maintained and should include the names of the persons responsible 

for checking: 

Escape Routes. 

Fire Extinguishers. 

Fire Alarms. 

Other Equipment. 

 

How Often:   _________________________ 

 

Person Responsible:  _________________________ 

 

 

 Emergency Evacuation Procedure 

 

Evacuation Procedure: 

 

 If the alarm activates - switch off equipment where applicable using emergency buttons and report to 

the person in charge of your area. 

 

 All persons will go to the designated assembly point(s).  These are located at: 

 

COURT AREA ADJACENT TO PREFAB 

 

 and will not return until the all clear has been given. 

 

 Teachers are responsible for the safe evacuation of students and visitors in their area. 

 

 Emergency Evacuation Plans 
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INSERT COPY OF EMERGENCY EVACUATION PLANS TO THIS PAGE 
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 Fire Prevention 

 

Rubbish and waste materials will not be allowed to accumulate; such materials will be removed from the 

premises at regular intervals and stored in suitable designated areas, pending disposal. 

Flammable liquids, gases and other potentially dangerous substances will be limited to small quantities, 

handled with extreme care, and stored in labelled suitable containers in designated storage areas. 

Smoking is not permitted in any area of St Marys Secondary School. 

Electrical and gas appliances and associated fittings will be checked on a regular basis. - Defective items 

should not be rendered safe until all repairs are carried out. 

Upholstered seating will be inspected regularly; any item which has its infill material exposed will be 

repaired or removed before the public are admitted to the premises. 

Cookers, extractor fans, filters, air ducts and associated machinery will be regularly cleared of oil, grease 

and dust. 

Sources of ignition will be carefully controlled to minimise the risk of fire. 

Fire resistant doors and smoke stop doors will not be propped or wedged open. 

Portable gas and liquid fuel heaters are not used on the premises at any time and any portable radiant 

heaters used, will be removed from the premises before members of the public are admitted. 

Service contractors and outsiders engaged to work on the premises should be informed of the relevant 

safety requirements that are enforced by management and which they must comply with. 

Care will be taken to ensure that members of the public are not permitted to enter areas other than those to 

which they are intended to have access, except when a fire or other emergency requires them to do so to 

escape from the building. 

 

The premises will be inspected for fire hazards even when access has been restricted to the  

public. 

 

 Staff Training 

 

Staff to whom specific duties have been assigned will be given appropriate instruction and 

training on the duties assigned, i.e. Fire Wardens. Particulars of such training will be entered in 

the Fire Safety Register and training records kept on file. 

 

All staff (including temporary and part-time staff) will receive training and/or instruction in 

relation to the following: 

  

a) The fire prevention measures as listed. 

b) The emergency procedures and fire and evacuation drills devised for the premises. 

c) The evacuation of occupants with particular emphasis on vulnerable persons; i.e.: the 

young/elderly and disabled/immobile.  

d) The arrangements for ensuring that the escape routes and exit doors are unobstructed and 

available for use. 

e) Arrangements for the provision of assistance to the fire brigade. 

f) Fire control techniques including: 
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 the use of fire fighting equipment. 

 closing doors and windows to inhibit fire spread. 

 shutting off electricity, fuel supplies and ventilation systems where applicable.                                                                                                                                                                                                                                                                                                               

 

 g) - the location of all escape routes. 

  - the location of alarm points. 

  - the location of fire fighting equipment. 

  - the location of assembly points. 

 

 The specific action that staff will be trained to take when fire breaks out or when there is  an alarm 

is as follows: 

 

 On discovering a fire 
 

 Activate the alarm system. 

 Call the fire brigade. 

 Alert management and other staff. 

 Inform the public and direct them to the nearest available escape route. 

 Attack the fire using the nearest and suitable equipment only if safe to do so. 

 Leave whenever danger threatens. 

 Close all doors as areas are vacated, checking that nobody is left behind. 

 Assemble at the designated assembly point. 

 Assist the fire brigade on arrival. 

 

Each fire and evacuation drill will be reviewed afterwards, and procedures will be modified  

if necessary based upon findings. These modified procedures will be notified to all staff.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

 

 

 

 STRESS AND COPING 
 

 

Definition of Stress: 

 

Stress is the result of an internal or external disturbance that threatens the balance of the system.  While 

some people operate optimally under stress and consider it a major motivating factor, others may find it 

difficult to cope with stress.  It is thus very important to match the person’s characteristics to the particular 

job demands. 

 

Behavioural Consequences of  Stress: 

 

Increased Expression of Anger and of Mistrust 

Increased Propensity for Violence and Aggression 

 

Hyperactivity, Negativism, Inflexibility, Scapegoat, Disloyalty 

“crutches” - Tobacco consumption  

  Alcohol consumption 

  Drugs - illicit - legal 

  Caffeine 

 

Occupational Consequences of Stress: 

 

Lowered efficiency and effectiveness   Increases costs 

Reduced Productivity     Increases Errors 

Missed Appointments     Expression of Job Dissatisfaction 

Poor Organisational Climate    Antagonism at Work 
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Tardiness      High Staff Turnover 

Absenteeism      Accident Proneness 

Sabotage      Thefts 

Premature Retirement   

 

             VIOLENCE AT WORK 

 
Violence at work occurs where persons are verbally abused, threatened or assaulted in 

circumstances related to their work. 

 

Gael-Choláiste Chill Dara operates a comprehensive code of conduct that presents clear instructions 

to students on acceptable and unacceptable behaviour.  This code is designed to greatly reduce the 

likelihood of violence by students.  It is supplemented by an Anti-Bullying policy and related Care 

policies. 

 

Violence by staff towards students or other staff is prohibited by the norms of professional 

behaviour.  Any incidence of violence will be fully investigated by the school and may be the subject 

of disciplinary procedures. 

 

 

Where a violent incident has occurred the school will complete a full report to include the following 

: 

 

a)  Who was involved? 

Personal data about the victim and, where possible, the assailant should be recorded 

separately.  The victim data should include age, sex, job and extent of training in handling 

violence. 

 

b)   What happened? 

A full written description, including use of weapon. 

 

c)   Why did it happen? 

 

d)   Where did it happen? 

 

e)   When did it happen? 

 

f)   Which protective system failed? 

 

g)   Forms should be completed and signed by the victim 

 

 

 

- it may not be possible to prevent all episodes of violence at work. 

 

- it is possible to reduce the chances of it occurring. 

 

- it is possible to minimise the consequences. 
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     BULLYING 

 

 
A Definition: 

 

Bullying in the workplace is repeated aggression, verbal psychological or physical, conducted by an 

individual or group against another person or persons. Bullying is where aggression or cruelty, 

viciousness, intimidation or a need to humiliate and/or dominate the relationship. Isolated incidents of 

aggressive behaviour, while to be condemned, should not be described as bullying. In the workplace 

environment there can be conflicts and interpersonal difficulties. Many of these are legitimate industrial 

relations difficulties that should be dealt with through the appropriate industrial channels.  

 

 FORMS OF BULLYING: 

 

The form which any of these types of bullying may take are: 

1. Physical contact. 

2. Verbal abuse. 

3. Implied threats. 

4. Jokes, offensive language, gossip, slander, offensive songs. 

5. Posters, photocopied cartoons, graffiti, obscene gestures, flags, bunting and emblems. 

6. Isolation or non co-operation or exclusion from social activities. 

7. Coercion for sexual favour. 

8. Intrusion by pestering, spying and stalking. 

9. Repeated requests giving impossible deadlines or impossible tasks. 

10. Repeated unreasonable assignments to duties, which are obviously unfavourable to one individual. 

11. Vandalism of personal property (destroying clothes, scratching paintwork on cars). 

 

ANTI-BULLYING POLICIES 

 

Gael-Choláiste Chill Dara operates a comprehensive anti-bullying policy with relation to students.  The 

school is currently (Oct 2011) considering an anti-bullying policy relating to staff behavior.   

At this point the school can state that: 

1. The school does not tolerate bullying behaviour of or by staff, management or students. 

2. Is committed to writing a anti-bullying policy (staff) in consultation with staff representatives. 

3. This policy will set out the steps that those who feel they have been bullied may take to avail of 

the protection and assistance available under the system. 

4. The policy will specify the support, counselling and rehabilitation available for those who have 

been the victims of bullying and likewise for those employees who have been identified as bullies 

and who are willing to accept training to change their behaviour. 
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        ACCIDENT/INCIDENT REPORTING PROCEDURES 

 

The importance of recording all accidents and dangerous incidents is recognised in helping to 

identify hazards and to reduce further risks. 

 

A formal accident reporting procedure has been adopted. 

 

Reporting of accidents by employees 
 

All accidents and near misses must be reported to Deputy Principal .  All employees are obliged 

to co-operate with investigations into the circumstances of such incidents. 

 

Reporting Procedures 
 

Once an accident is reported Deputy Principal will take the necessary action. 

 

 If the accident is minor, resulting only in first aid treatment, the accident is recorded in the 

accident logbook. 

 

 If the accident results in an injury that requires hospitalisation, then an Incident Report Form  

(IR1) must be completed, i.e. an accident investigation must be initiated. 

 

Accident Investigation 
 

The Safety Committee in association with the relevant employees will carry out accident 

investigation. 

 

The conclusions of the investigation are logged and noted, the accident logged and noted and 

immediate steps taken to control the risk. 

 

If an accident on the premises causes loss of life or disables a person from performing his normal 

duties for more than 3 days, the Health and Safety Authority must be formally notified, (IR1). 
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EMERGENCY PROCEDURE 

 

 

FIRE 

 

AMBULANCE 

 

Fire Brigade 

ONLY IN CASE of 

Fire, 

Accidents, Serious Illnesses 

 

 

Telephone Number 

112 

 

DOCTOR 

 

Local Doctor 

 

Name: ____________________ 

 

 

Telephone Number 

 

_______________ 

 

FIRST AID 

 

First Aiders 

1. ________________________ 

 

2. ________________________ 

 

 

Telephone Number 

_______________ 

 

_______________ 

 

GARDA 

 

Address: 

__________________________ 

 

__________________________ 

 

 

Telephone Number 

112 
_______________ 

 

Local Hospital 

 

Address: 

__________________________ 

 

__________________________ 

 

 

Telephone Number 

 

_______________ 

 

The Health and Safety 

Authority 

 

Address: 

__________________________ 

 

__________________________ 

 

 

Telephone Number 

 

_______________ 

 

The Poisons 

Information Centre 

 

Address: 

__________________________ 

 

__________________________ 

 

 

Telephone Number 

 

_______________ 
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PART  2 

 

 

 

SPECIFIC HAZARD IDENTIFICATION AND 

RISK CONTROL 

 
 

   

Gael-Choláiste Chill Dara is located in Nás na Ríogh, Co. Chill Dara.  There are approximately 820 pupils 

in the school at present.  The school employs approximately 63 teachers, 4 Teaching assistants, 2 

secretaries, 1 caretaker, and 5 part-time cleaning staff.  The school building was erected in 1983 and was 

extended in 2003. 

 

As a result of a comprehensive audit of safety throughtout the school  (Oct 2011)  the following 

were noted 
 

 A security alarm and fire alarm system, both monitored by Mac Alarm Security systems.   

 

 The fire assembly point is away from the building on the tarmac playing area  near the prefab and 

is provided with signage for students to assemble with their classmates.  All Fire Exits are  kept 

closed or are fitted with closing mechanisms.  All Emergency Fire Exits signs comply with the 

1981 & 2003 Fire Services Act, i.e. ‘Running Man Sign’.  All Fire Extinguishers / Blankets / 

Reels are maintained on a regular basis by a trained competent person.  Maintenance records are 

clearly displayed on such equipment, which must be securely attached to the wall. Emergency 

lighting must be provided along escape routes and in all inner rooms.  

 

 Emergency evacuation drills i.e. fire drills carried out at least twice per year or when required.  A 

drill book should be maintained to ascertain what problems if any arise during evacuation 

(Comments on each drill will be written up i.e. how long did it take to evacuate everyone, did all 

members of staff know what was required of them). 

 

 Accurate records are kept on defects and maintenance / service records carried out on equipment 

for at least five years. 

 

 The principal is designated as the Safety Officer (or in his absence, the deputy principal ) and a 

Safety Logbook is kept for the reporting of any health, safety and/or welfare concern. 

 

 Fire extinguishers are serviced and maintained on an annual contract by a competent company and 

the details are detailed in the Fire and General Safety Register.   Staff must be trained in the 

correct use of fire appliances and the correct manner in which to evacuate the premise in an 

emergency. 

 

 All First aid kits, emergency response kits and defibrillator kit are  updated and maintained. 
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 Staff that are trained in first aid, manual handling, and defibrillator  have their certificates updated 

at least every three years and records are kept on file. 

 

 The premises is provided with oil heating.   

 

 Ray Whelan collects general waste and recyclable waste from the premises on a regular basis. 

 

 All suppliers of chemicals are legally obliged to provide material safety data sheets for all 

chemicals supplied to the premise.  There should be a register of material safety data sheets kept 

near their display area and another copy kept in the manager’s office, reception office and the site 

of chemical storage.  Risk assessments in accordance with the Chemical Agents Regulations, 

2001, and staff using them must know the risks and necessary control measures of all chemicals 

they use. 

.   

 

 A Code of Positive Behaviour is employed at the school to foster positive behaviour from both the 

staff and the students. 

. 

 

 

As a result of extensive risk assessments the following hazards and controls were identified 

 

 

see completed risk assessment sheets 
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