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Safety, Health & Welfare Statement 

  

Our school Mission Statement 

 

St. Aidan’s C.B.S. promotes the Edmund Rice 

Charter through nurturing faith, promoting 

partnership, excelling in teaching, creating 

community and inspiring leadership. 

 

 

 

1. Introduction: 

 

The purpose of this statement is to safeguard the safety, health and welfare at work of 

the school’s employees and students, and also the safety and health of other people 

who may be at the workplace including visitors, contractors and members of the public.  

 

This statement was written in accordance with the Guidelines on Managing Safety and 

Health in Post-Primary Schools, parts 1 and 2. This policy is written in accordance with 

all other St. Aidan’s CBS Policies. The school has a separate policy and risk 

assessment document for Covid-19. 

 

This statement was ratified by the school board of management on the 7/12/2020. 

 

 

 

 

 

 

 

 

 



2 
 

 

Table of Contents: 

 

Section Page No: 

1. Safety, Health & Welfare Policy 1 

General Policy Statement 5 

2. School Profile  6 

Rationale for Policy 6 

Goals of the Policy  7 

Planning Procedures 7 

Provision for Persons with Special Needs 7 

School Building & Facilities  8 

Organisational Structures/Charts 8 

Safety management structure 11 

Visitors to the School 13 

3. Resources to be applied 13 

Human/Finance/Equipment Resources 12 

First Aid Training 14 

First Aid Injuries 14 

4. Roles & Responsibilities  16 

Board of Management 16 

Principal 16 

Deputy Principal 17 

Safety Officer 18 

Caretakers 19 

Teaching & Other Staff 20 



3 
 

Third Parties & Sub contractors 21 

5. Risk Assessment 22 

Hazard & Safety Protective Measures 22 

Risk Assessment 23 

Bullying & Harassment  25 

Stress at Work 25 

Pregnant Employees 26 

Out of Hours Work 26 

Sports Playing  26 

General Classrooms 27 

Science Laboratories/Preparation Rooms 27 

Workshop Woodwork & Technology Rooms 29 

Canteen 31 

Art Room 32 

Sports Hall/Gym Changing Rooms 32 

Music Room 33 

6. Fire & Emergency Procedures 34 

Fire Prevention and Safety 34 

Evacuation  38 

Fire Assembly Points 38 

7. Instruction, Training & Supervision 39 

Staff Meetings 40 

Induction Training 41 

Welfare Facilities 42 

8. Communication & Consultation 43 

9. Monitoring, Review & Update 43 



4 
 

Appendices A - Incident Report Form 44 

Appendices B - Blank Risk Assessment Template 46 

Appendices C- Risk Assessment Templates 47 

10. Declaration of Sight  90 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5 
 

 

 

General Policy Statement 

 

Safety begins at management level and so the overall responsibility for the establishment 

and maintenance of an effective policy for Safety, Health and Welfare at work rests with 

the Board of Management of the school.  The members of the Board of Management will 

be supported by management and all other staff within the school. They will meet on a 

periodic basis to discuss health and safety issues within the school.  Specifically, they 

will: 

● 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.  

● 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. 

●  continually improve the system in place for the management of occupational 

safety, health and welfare and review it periodically to ensure it remains relevant, 

appropriate, and effective.  

● consult with staff on matters related to safety, health, and welfare at work. 

● 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.  

 
Implementation 
 
This policy statement will be implemented by ____________ with the assistance of 
pertinent staff, as detailed in the statement. 
 
 
 
Signed: ______________________         Date:                          ___                                                                                      
              
              Principal 
 
I, the undersigned, endorse and take responsibility on behalf of the Board of Management 
of St. Aidan’s CBS for the implementation of this policy statement. 
 
 
 
Signed:                              _____ __              Date:                    ______               
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                Chairperson Board of Management 
 

2. School Profile. 

 

School Size 

 

St. Aidan’s C.B.S. is a voluntary secondary school for boys. We are located in north Dublin 

and we currently have an enrolment of over 700 students. Our school is a Catholic school 

operating under the patronage of the Edmund Rice Schools Trust (E.R.S.T.). The 

characteristic spirit of our school is based on the vision and values of the E.R.S.T. Charter 

as outlined above in our mission statement. This is reflected in the operations of our 

school and in our school policies.  

 

The school is run by a Board of Management made up of the following people: 

  

• 4 nominated by ERST 

• 2 parents 

• 2 teachers 

• School Principal as secretary to the Board 

 

The School was established in 1964 in a wooden structure, with a new permanent 

structure building officially opened in 1996. There are approximately 70 staff made up of 

teachers, administrative, special needs assistants, caretakers and cleaners. 

Rationale for Policy 

 
This Health and Safety Policy has been prepared in compliance with the Safety, Health 

and Welfare at Work Act (2005).The aim of this policy is to do all that is reasonably 

practicable to secure the Safety, Health and Welfare of our staff and students while at 

work and play and all others affected by our work.  Safety is everybody’s responsibility 

and it is the duty of all (including sub-contractors, suppliers and visitors) to take all 

reasonable precautions to avoid injury to themselves and to those who may be affected 

by their actions.  The achievement of a safe and healthy working environment requires 

the commitment and co-operation of all those in the school community. 

The purpose of the Safety, Health and Welfare at Work Act 2005, is to ensure the 

safety, health and welfare of all employees in the workplace. The Act applies to 

employees in all types of work and embraces all the activities St. Aidan’s C.B.S 
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Specific health and safety issues of relevance to the School as a whole are detailed in 

this framework safety statement. 

 In compliance with the Framework Safety Statement, The Board of Management has 

prepared our own local safety statement, documenting our own hazards, risks, risk 

control measures and arrangements and resources for ensuring a safe and healthy 

work environment. 

This Safety Statement is aimed at protecting employees, students and visitors from 

workplace accidents and ill health at work 

This Safety Statement will be updated as necessary in light of new legislation, staff 

feedback, School’s structural changes and practical experience. In addition, the Safety 

Statement will be reviewed annually. 

 This Safety Statement is available to all persons affected by the operation of our 

operation, Management, employees, students and visitors and contractors. 

Goals of the Policy 

 

● To enable all members of staff at St. Aidan’s CBS to carry out activities in the 

school safely with full awareness of health and safety procedures.  

● To maintain a safe environment in the school for staff and students at all times.  

● To develop students, staff and parents awareness of safety regulations in the 

school.  

 

Planning Procedures 

 

● The health, safety and welfare policy was written with a whole school approach 

and approved by the board of management. 

● Subject departments will endeavor to provide for the health and safety of all 

students in the department subject plans. The plans are updated on a regular 

basis by the subject coordinators. 

● The Safety Officer in St. Aidan’s CBS will oversee all aspects of the planning 

procedures in conjunction with the senior management. 

 

Provision for persons with special needs 

 

● Cognitive Ability Testing (CAT) is required for all new First year students arriving 

into St. Aidan’s CBS. 
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● The results of the CAT scores will aid the school to identify students with special 

needs and the resources that need to be prioritised for the students. 

● Special Needs Assistants (SNA’s) will be appointed to students with special 

needs within the resources of the school. 

● St. Aidan’s CBS will work closely with feeder Primary Schools to identify and 

develop individual learning plans for students with special needs before they 

commence First year in the school. 

● Training will be provided to teachers at the beginning of each year, to help 

support the teachers in the specific teaching and learning techniques needed for 

the students with special educational needs. 

● Teachers/SNA will help to identify students who may need specific learning 

support throughout the year. 

● The Health, Safety and Welfare for all students with special needs will be 

supported by the senior management team and board of management. 

 

 

School Buildings and Facilities 

 

 St Aidan’s is a modern campus which includes some of the following facilities: 

3 Science Labs Oratory Offices 

1 Art room Large General Purpose area Toilets for each year group 

Woodwork room Staffroom Staff toilets 

Technology room Staff workroom Grass pitch 

Technical Graphics room 4 learning support rooms All weather pitch 

Music room Parents meeting room Storage areas 
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Library 20 General classrooms Landscaped grounds 

Demonstration room 2 Gyms with changing facilities  Meeting room 

Organisational structures/charts 

 

One way system 
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Fire Exit Chart 
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Safety Management Structure 
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Purpose of the Safety Management Structure 

 

● Provides a structure to manage Occupational Health and Safety issues within the 

school. 

● Establishes and maintains commitment to safety by all. 

● Puts in place organisational structures to address health, safety and welfare at all 

levels. 

● Provides for consultation. 

● Ensures that adequate resources are made available. 

● Through training will develop employee skills in recognising hazards, risks and 

control measures. 

● Through training will develop employee skills in recognising hazards, risks and 

control measures. 

● Through monitoring and review systems feedback will be provided on the 

effectiveness of safety structures within St. Aidan’s CBS thereby allowing 

amendment where necessary. 

● Provides staff with direction, skills, confidence, motivation, techniques and 

equipment to perform their work in a safe way.  
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Visitors to the school 

 

● All visitors must report to the office and check in with the school secretary and 

sign a contact log. 

● Meetings with staff occur by appointment only and must be arranged, as much as 

circumstances allow, in advance of the day of the desired meeting.  

● To respect the working and learning environment of the school. 

● To understand and accept that all interactions between staff and parents/visitors 

must be conducted in a mutually respectful and productive manner.   

● To recognise that harassing, threatening or intimidating behavior toward any 

member of the school community is not acceptable under any circumstance. 

 
3. Resources to be applied. 

 
Human 

 

The following people are involved in the health and safety of St. Aidan’s CBS. 

● The Board of Management. 

Review

and

Amend

Monitor and 
Control

Implementation

and Action

Train

and

Inform

Allocate 
Responsibilities

Define

Objectives

Policy
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● The Principal. 

● The Deputy Principals. 

● Teachers. 

● Special needs assistants (SNA’s). 

● Caretakers. 

● Secretaries.  

● Cleaning staff. 

● Students. 

● Parents. 

 

Financial. 

 

The Board of Management of St. Aidan’s CBS will provide the funding for the school to 

invest in the Health & Safety of the school. 

 

Equipment. 

● Considerable resources are expended by St. Aidan’s C.B.S. in securing the 

health, safety and welfare of employees in terms of personnel, time, materials, 

equipment and the purchase of goods and services. 

● Where additional equipment, training etc. is required (whether as a result of 

ongoing risk assessment or legislative change), resources will be allocated as 

required. 

● The School will have access to the Health & Safety Authority website to keep up 

to date with safety legislation, codes of practice and international standards. Staff 

may, if deemed necessary, gain access to the information resources by contacting 

the school principal. 

The following equipment is provided in the school to help in health and safety. 

● First Aid kits. 

● Defibrillator. 

● Fire extinguishers. 

● Smoke alarms. 

● Fire alarms. 

 

 

First Aid Training. 

The following members of staff are trained as First Aid Responders. 
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 _____________ 

 _____________ 

 ______________ 

 ______________ 

 

 

 

 

First Aid and Injury/Illness Management 

Fully stocked First Aid boxes are available in 

Main Office. 

DP Office. 

Staffroom. 

Career Guidance office. 

One in each of the specialist rooms.  

Office of main PE gym. 
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Defibrillators in the school, one in the staffroom (school property), and one near the 

dressing area of the Edmund Rice Hall which is owned and maintained by St. Kevin’s 

Soccer Club. 

The First Aid Team is available to respond to First Aid incidents during normal office 

hours. 

The principal must be notified of any changes in the First Aid team. 

The St. Aidan’s C.B.S. First Aid Policy & Procedures, Injury / Incident Management 

Procedure, and the Emergency Ambulance Assistance Procedure are posted on the 

Health & Safety Notice board. 

 

 

 

 

 

4. Roles & Responsibilities. 

 
The Board of Management 

 

● Complies with its legal obligations as employer under the 2005 Act. 

● Provides a safe place of work and safe systems of work. 

● Ensures that the school has written risk- assessments and an up to date safety 

statement. 

● Receives regular reports on safety and health matters. 

● Reviews the safety statement at least annually and when changes occur that 

might affect safety, health and welfare. 

● Reviews the school’s performance in relation to safety, health and welfare. 

● Allocates adequate resources to deal with safety, health and welfare issues. 

● Can appoint competent persons as necessary to advise and assist the Board of 

Management on safety, health and welfare matters at the school. 
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Responsibility of the Principal  

● Take responsibility on behalf of the Board of Management for safety, health and 

welfare in the school. 

● Acquire a full and accurate knowledge and understanding of the safety statement 

and ensure that all personnel under his supervision appreciate their 

responsibilities. 

● Understand and implement all safety policies and statutory requirements. 

● Ensure all activities are planned and organised to minimise risk and to create a 

safe working environment. 

● Ensure that employees adhere to safe systems of work and ensure that the 

equipment they are using is kept in a safe condition. 

●  Review absences due to accidents, injury or illness at work and ensure that 

occurrences are notified to the Insurance Company (when likely to lead to claim) 

and to the Health and Safety Authority (FormIR1) when an employee is off work 

for more than three consecutive days following an accident. 

● Cooperate with the Board of Management in implementing the school safety 

policy and provide adequate funds and facilities are made available to implement 

the safety policy. 

● To arrange for the maintenance of all fire equipment and ensure that all relevant 

certificates (as required under legislation) are available for inspection. 

●  To make provision for appropriate safety training and instruction. 

● To maintain the safe upkeep of the school. 

● To provide full executive support for all staff who have been given responsibility 

under this statement policy. 

● To provide feedback and evaluation to the Board of Management of the extent to 

which this policy has been put into effect. 

● To ensure the review with staff, the safety standards in their areas. 

● To facilitate the release of staff for training where necessary. 

● To assist in compiling the health and safety report in the school. 

 

Responsibilities of the Deputy Principals  

● To assume the responsibility of the Principal in safety, health and welfare matters 

in the absence, for any reason of the Principal. 

● To assist (following consultation with the Principal) in the assessment of the 

health, safety and welfare needs of the school on a regular basis. 

● To set a personal example of safety, health and welfare management in the 

school. 
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● To make provision, in consultation with the Principal, for appropriate safety 

training and instruction. 

● To retain all relevant information that will assist in compiling the annual health, 

safety and welfare report for the Board of Management. 

● To know the legislation requirements and ensure that they are observed. 

● To insist that sound and safe working practices are observed at all times. 

● To ensure that safety precautions are accounted for when employing outside 

contractors or volunteers. 

● Meet regularly with the Principal to ensure that proper reporting, recording, 

investing and costing procedures are in place. 

● To insist that any protective clothing and equipment provided is used and 

maintained in accordance with manufacturer's instructions. 

● To ensure that high standards of hygiene throughout the school are maintained. 

● To be familiar with fire drills and evacuation procedures within the building and 

the school grounds. 

 

 

 

 

 

 

Safety Officer  

 

The safety officer shall be responsible for overseeing the safety provisions on behalf of 

the school and ___________ is the Safety Representative elected under the provision 

of the Safety, Health and Welfare at Work Act 2005.  They should be consulted if any of 

the employees have queries regarding any of the safety provisions mentioned in this 

statement.  

 

Their main duties and responsibilities are as follows: 

 a) To guide and advise on all health, safety and welfare matters. 

 b) To ensure that the School fulfils all statutory requirements in respect of the 

Factories Act 1955, Safety in Industry Act 1980 and Safety, Health and Welfare 

at Work Act 2005. 

 c) To ensure that the appropriate safety education and training are coordinated 

and carried out using both in-house and external resources.  

d) To undertake regular and appropriate revision and auditing of the School 

safety procedures and methods of operation, to ensure that they are kept up to 

date.  
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e) To ensure that adequate fire protection and prevention measures are 

provided. 

f) The Safety Officer shall investigate all accidents and dangerous occurrences 

and shall ensure that appropriate statutory notifications are properly completed.   

 

● The Principal shall ensure that all accidents and dangerous occurrences are 

investigated and shall ensure that appropriate statutory notifications are properly 

completed.   

● All accidents must be reported on the appropriate accident form. Causes of 

accidents shall be determined as far as practical and where appropriate, 

remedial action shall be specified. 

● Teachers are responsible for safety in their own areas and for the implementation 

of relevant safety procedures.   

● The Safety Representatives shall monitor safety generally and the operation of 

safety procedures.   

● The Principal shall ensure that each employee receives a copy of the Safety 

Statement and is familiar with its contents. 

 

 

 

Responsibilities of the Caretakers  

● To work in a manner that is safe to themselves and others. 

● To use the proper tools and equipment for each task undertaken. 

● To report any hazard that is encountered. 

● To use proper protective clothing and equipment where necessary. 

● To ensure that no people have access to areas which are hazardous or whilst 

work is in progress. 

● To be available for attendance when requested by the principal. 

● To be familiar with fire drills and evacuation procedures. 

● To be familiar with the use of firefighting equipment. 

● To prevent the buildup of rubbish and especially of combustible material. 

● To maintain heating and ventilation systems in proper working order. 

● To repair light fittings as soon as they become faulty. 

● To report broken or faulty, windows, doors, furniture and sports equipment etc. to 

the Principal. 

● To remove broken equipment from use. 
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● To ensure that all exits, entrances, pedestrian walkways, firefighting equipment 

and fire alarm points are not obstructed. 

● To monitor continuously that services such as electricity are safely isolated when 

not in use in particular locations. 

● To undertake all activities in a safe way and not to undertake work at height or 

lifting activities without a proper risk assessment. 

 

 

 

 

 

 

 

 

 

Teaching and other staff - All Teachers/SNA’s/Office Staff 

 

● Comply with all statutory obligations on employees as required by the 2005 Act 

● Cooperate with school management in the implementation of the safety 

statement. 

● Inform students of the safety procedures associated with individual subjects. 

● Ensure that students follow safe procedures, e.g. use personal protective 

equipment (PPE) and adhere to laboratory rules. 

● Conduct risk assessments of their immediate work environment. 

● Formally check the classroom/immediate work environment to ensure it is safe 

and free from fault or defect. 

● Check that equipment is safe before use. 

● Ensure that risk assessments are conducted for new hazards, e.g. new machine, 

system, or chemical product. 

● Select and appoint a safety representative(s). 

● Cooperate with the school safety committee.  
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● Report accidents, near misses, and dangerous occurrences to relevant persons 

as outlined in the safety statement. 

 

 

Responsibilities towards Third Parties 
 
The Board of Management has responsibility for the application of this Safety Statement 

and in accordance with legislation will ensure that: 

 

 All third-party visitors to our school are made aware of all known hazards and 

means of escape by means of notices. 

 Where contractors and sub-contractors are on the premises, the Board of 

Management may designate a pertinent member of staff/person to advise (by 

way of notices or public announcement) students, visitors and other third 

parties likely to be affected, of the potential hazards arising from the work being 

undertaken 

 There is no interference with contractors' staff in the performance of their 

duties, but where it appears that unsafe practices are being followed the 

contractor’s supervisor will be immediately advised. 

 
Note: The Board of Management, in determining the regulations and activities 

governing the use for community purposes of the school buildings or grounds at 

times which do not affect school work, shall include the appropriate legislative 

requirements in Safety and Health matters. 

 
Responsibilities of Sub-Contractors and Self Employed 

 
Before undertaking work activities on school premises, all sub-contractors and self-

employed persons will be requested to submit a written Site-Specific Safety 

Statement and/or a Safe System of Work Plan (SSWP). All sub-contractors and 

self-employed persons must:  

 

 Produce appropriate insurance details of work being undertaken. 
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 Ensure that all work being undertaken complies with the school’s safety policies 

and relevant legislation. 

 Ensure that all their working equipment is in good repair and in a safe condition. 

 Ensure that their employees are competent to carry out their work safely. 

 Cooperate with the Principal and ensure that all safe systems of work as 

detailed in their SSWP are in place. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Risk Assessment 

 

Hazard and Safety Protective Measures. 

 

It is the Policy of St. Aidan’s CBS to identify hazards in the place of work, to assess the 

risk to the safety and health and to control the risks as far as practicable so they are 

reduced to an appropriate level. 

 

Hazards refer to any substance, article, material or practice, which has the potential to 

cause harm to the Safety, Health and Welfare of employees at work.   

Risks refer to the potential of the hazard to cause harm in the actual circumstances of 

use.   

 

Risk control measures are intended to reduce the risk to an acceptable level. St. Aidan’s 

CBS is committed to implementing control hierarchy so that, in the first instance and 
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where practicable, hazards are eliminated.  This approach takes into account normal 

good practice within this sector of industry and any standards and guidelines available.  

 

The following hazards are considered by the school to be a source of potential danger 

and are brought to the attention of all concerned: 

  

● Car Park and front of school. 

● School Yard Back/Side of the school. 

● General Purpose Area (GPA). 

● Locker Areas. 

● Canteen. 

● Staff Room. 

● Photocopying room. 

● Technology room. 

● Art room. 

● Music room. 

● Science Labs. 

● Old Sports Hall & Changing rooms. 

● New Sports Hall and changing rooms. 

● Astro Soccer Pitch. 

● Grass Gaelic Football Pitch. 

● Computer Labs. 

● Locker Areas. Stairs.  

● Storage Rooms.   

 

Risk Assessment 

 

A risk assessment is concerned with identifying the hazard, then estimating the severity 

and likelihood of harm arising from such a hazard. St. Aidan’s CBS uses the following 3-

step process when carrying out risk assessments: 

 

● Step 1 Identify the hazard. 

● Step 2 Assess the risk in proportion to the hazard. 

● Step 3 Identify and implement the appropriate control measures to eliminate the 

hazard or reduce the risk. 

 

The person responsible for carrying out the risk assessments in each area of activity, 

for example, in many cases the most appropriate person to carry out a risk assessment 

of a classroom is the individual teacher using the classroom as he/she is most familiar 

with the environment and activities being undertaken. 
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Completed risk assessments must be included in the safety statement. They should be 

reviewed and revised at least annually or as new equipment, systems, personnel or 

other significant changes occur. The safety statement must be brought to the attention 

of all staff and they should be able to access it when required. 

The risk potential of each hazard was assessed (by ranking) by giving numerical values 

of between 1-5 to both the severity of the consequences and the probability of the event 

occurring. When the severity numerical factor and the probability numerical factor were 

multiplied together they produced a number between 1 and 25 thereby producing the 

numerical values outlined in the risk rating below. 

 

Severity x Probability = Risk Rating 

Severity Rating Interpretation  Numerical 
Value 

Fatality or Catastrophic Single or multiple fatalities, widespread illness, 
large scale property or equipment damage 

5 

Major Serious injury or illness, significant property or 
equipment damage 

4 

Moderate Injury and damage to property 3 

Minor Minor injury or illness, minor property or 
equipment damage 

2 

Trivial  No significant injury or illness, no significant 
property or equipment damage 

1 

Probability/Likelihood 

Probability Rating Interpretation Numerical 
Value 

Inevitable Like to occur either immediately 
or in the short term 

5 

Very Likely Could occur in time or if repeated 
enough 

4 

Likely Likely to occur 3 

Unlikely Though unlikely, may occur over 
time 

2 

Rare Unlikely to occur at all 1 
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Risk Rating 

Numerical Value 
Severity x Probability 

Descriptive risk rating Interpretation 

16-25 Emergency - 
Extremely Serious 

Risks are unacceptable and immediate 
action required justifying special 

maintenance. Activity should be halted and 
stopped until the hazard is eliminated or 
appropriate risk controls are put in place. 

11-18 Severe and Serious Activity can proceed but substantial efforts 
should be made to reduce the risk. Risk 

reduction measures should be 
implemented urgently within a defined time 
frame and it may be necessary to consider 
suspending or restricting the activity or to 
apply interim control measures until this 

has been completed. 

6-10 Medium Activity can proceed but consideration 
should be given as to whether the risks 

can be lowered. Control measures must be 
monitored and reviewed as required to 

ensure they remain suitable and sufficient. 

1-5 Trivial or Negligible No additional controls are necessary as 
these risks are considered acceptable. 
Activity should be regularly reviewed to 

ensure there is no change to the risk rating 
and that controls are maintained. 

 

● A blank risk assessment can be seen in Appendix A. 

● All other risk assessments can be seen in Appendix B. 

Bullying and Harassment 

St. Aidan’s C.B.S.  Dignity in the Workplace policy outlines the procedures, which 

should be followed by any member of the School’s Community who may experience 

sexual harassment, harassment or bullying. 

 

 Stress at Work 

Occupational stress can be defined as ‘the reaction a person may have to excessive 

demands or pressures arising when they try to cope with tasks, responsibilities or other 

types of pressures connected with their job but find difficulty, strain or excessive worry 

in doing so’. Stress can result when the cumulative demands on a person (both 

occupational and personal/family) exceed the person’s capacity to cope at a given time. 
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Examples of sources of stress are: 

● Organisational change. 

● Strained working relationships. 

● Overwork / underwork. 

● Lack of control. 

● Unattainable / constant deadlines. 

● Skills shortfalls to cope with job requirements. 

● Bullying and harassment. 

● Personal, non-work related difficulties. 

The effects of stress, particularly where pressure is intense and continues for some 

time, can be sustained and damaging both physically and psychologically. St. Aidan’s 

C.B.S. recognises that from time to time staff may experience work related stress. 

 It is our aim to be proactive in the reduction / management of sources of stress. Staff 

who are subject to occupational stressors beyond their control are encouraged to seek 

assistance from a suitably qualified professional.                                                                                                          

Staff experiencing personal difficulties may contact the principal.  

 

 

 

Pregnant Employees (if applicable) 

St. Aidan’s C.B.S. is committed to protecting the reproductive health of all employees 

and students and minimising risks to the unborn. Pregnant employees of St. Aidan’s 

C.B.S. must make their immediate supervisor aware of their condition as soon as 

possible. Each pregnant employee must complete the preliminary risk assessment for 

submission to the Principal Mr. Tom Shannon. Where the preliminary assessment 

highlights areas of concern, St. Aidan’s C.B.S. will complete a more in-depth 

assessment to establish appropriate controls. 

 

Out of Hours Work 

Out of hours working is defined as follows; 
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Any work undertaken outside of 7:30am-5.30pm Monday – Friday 

St. Aidan’s C.B.S. strongly recommends that in the interest of health, safety and 

personal security, out of hours work should only be undertaken when absolutely 

necessary and no other alternatives are available. 

 

Sports/Playing 

All practicable and reasonable precautions will be taken to ensure that all persons 

engaged in sports or sporting activity are supervised by a competent person/persons at 

all times. The suitability of pupils for “Contact Sports” will be considered before allowing 

them to participate. 

 

 

 

 

 

 

General Classrooms 

 Staff are responsible for their immediate work environment 

 Staff to check and monitor that classrooms and work areas are safe and free 

from faults/defects 

 All classrooms will be maintained in line with best design and improved when 

necessary 

 All classrooms will be locked when not in use 

 Staff ensure that students carry out all their routines in a safe manner and do not 

create danger for themselves or for others 

 Any damage to rooms/equipment must be reported to senior management 

immediately 

 Rooms are cleaned and rubbish removed daily 

 All spillages to be cleaned up immediately 
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 Staff insist that all in their care wear protective clothing and equipment when 

necessary 

 Students are informed of the safety procedures for subjects 

 Child Protection Guidelines will be followed by staff 

 Never use or stand on a chair/table to work at a height 

Science Laboratories/Preparation Rooms 

● All science rooms are sources of potential accidents. To minimise the risk of 

accidents the following safety rules will be displayed in all science/preparations 

rooms. 

● Students must not enter the laboratory unless accompanied by a teacher; 

● Coats and bags are allowed in the Science Laboratory but must be placed under 

benches or other safe places; 

● Goggles must be worn for all experiments involving chemicals; 

● Should chemicals spill on a student’s skin he is to go calmly to a tap and wash 

thoroughly. Another group member should inform the teacher; 

● No climbing on seats/benches to open or close windows; 

● All spillages and breakages are to be reported instantly to the teacher; 

● In the event of an apparatus going on fire, all pupils in the immediate vicinity are 

to switch off their Bunsen burners or electrical apparatus quickly and move away 

from the area of the fire in an orderly fashion. 

● No unauthorised substances are to be tested in the laboratory.  Except for water, 

mouth use of pipettes is forbidden. A pipette filler must be used instead; 

● Burettes are to be filled below shoulder height - no standing on chairs to do so. 

● When handling dangerous hazardous materials, disposable gloves are to be 

worn. 

● Dilute used chemicals with plenty of water before sink disposal. 

● The teacher’s instructions must be obeyed. 

● No running or “messing” is allowed in the laboratory. 

● Independent experiments are forbidden. 

● Pupils are not allowed to access to the preparatory room from the classroom; 

● No item of apparatus or chemicals may be used unless the user knows how to 

operate/use the item safely and correctly. 

● Pupils are to take care of the equipment in their use. 

● Bench electrical equipment, gas taps and piping are not to be interfered with; 

● Students should never taste anything found or prepared in the laboratory.  This 

includes water from the taps. 

● Students with respiratory or allergy problems should inform their science teacher 

of their ailment. 
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● Fume cupboards should be used, if required, or in a ventilated room. 

 

Other safety measures include:  

 Safe access/exit/circulation space at all times for students in the laboratories; 

● Chairs, stools and tables are to be stored safely and carefully, especially at the 

end of class. 

● Floors are to be maintained in good condition. Where water or other spillages 

occur these are to be removed immediately in the interests of safety. 

● Teachers are to ensure that students wear goggles during experiments. 

● All laboratories and workshops have been supplied with goggles. Any shortages 

are to be notified to the school office. 

● First Aid boxes, eyewashes, fire extinguishers, fire blankets have been provided 

for each science room. 

● Disposal of broken glassware, waste chemicals, solvents, and biological debris 

must be exercised carefully and in a safe manner. 

● Science teachers are to check that all substances are labelled by the 

manufacturers on delivery of science equipment as follows: 

● The name of the substance (if it is not a preparation this will be its chemical 

name and in some circumstances constituent substances will also be names); 

● Indications of the general nature of any risk associated with it (for example, 

explosive, oxidising, extremely flammable, very toxic, harmful, corrosive or 

irritant) and the corresponding symbols. 

● Where appropriate, additional risk phrases such as “harmful in contact with skin”. 

● Safety phrases such as “when using do not eat or drink”, “wear protective 

clothing”. 

● The name and address of the manufacturer, the importer, the wholesaler or the 

supplier of the substance. 

● All science substances are to be dated as they are bought into the school. 

● They are to be marked with their shelf life. They are to be stored correctly 

according to type: 

(a) Flammable. 

(b)  Toxic. 

(c) Corrosive. 

(d) Radioactive. 

● Dangerous chemicals are to be kept in the store designated for this purpose. 

● Quantities of chemicals are to be kept to a minimum practicable level in the 

school. 

● Non-essential poisons and other hazardous substances are not to be kept. 
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● Fume cupboards are provided in each of the laboratories and one in the 

preparation room (Chemistry/Physics laboratory). Defects if any are to be notified 

to the office. 

● Master electrical and gas cutout switches have been provided in each laboratory. 

These cutout switches are to be left in the ‘off’ position when not in use or where 

the teacher has to leave the room for any period of time. A teacher must 

supervise students using gas and electrical appliances. 

● Doors to all laboratories are to be kept locked when students and teachers are 

not present in the room. 

● Breaches of safety rules and regulations are to be regarded as serious.  Students 

involved may be brought to the office for possible suspensions notwithstanding 

the general procedure as outlined in the code of discipline. 

● The procedure for storage/handling and disposing of chemicals can be viewed in 

the Science department subject folder.  

Workshops Woodwork and Technology Rooms 

All workshops are sources of potential accidents. To minimise the risk of accidents the 

following safety rules will be displayed in all rooms: 

● Students must not enter the workshop unless accompanied by a teacher; 

● Coats are to be hung in designated areas and bags placed under benches or 

other safe places. 

●  Goggles and lab coats must be worn when using all machinery. 

● Face/dust masks must also be worn when using MDF. 

●  Should chemicals spill on a student’s skin he is to go calmly to a tap and wash 

thoroughly. Another group member should inform the teacher; 

● Should a student injure himself in any way he should notify the teacher straight 

away. 

● No climbing on seats/benches to open or close windows. 

● All spillages and breakages are to be reported instantly to the teacher 

● When handling dangerous hazardous materials, disposable gloves are to be 

worn. 

● The teacher’s instructions must be obeyed. 

● No running or “messing” is allowed in the workshop. 

●  Pupils have no access to the storeroom or office room from the classroom 

without a teacher’s permission. 

● No machine or tool may be used unless the user has been trained in the safe 

operation/use of this item. 

● Pupils are to take care of the equipment in their use. 
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● Pupils must not interfere with any electrical equipment or tools. 

●  Students should make themselves aware of where emergency stop switches are 

located in the workshop prior to operating equipment. 

●  A student may not use a power tool without having someone assigned to man 

the appropriate emergency stop switch for that tool. 

● Swarf, timber or sawdust must not be messed with or blown into someone’s path 

or eyes. 

●  No loose clothing or jewellery. Long hair must be tied up. 

● A student must keep his jumper on at all times to ensure the tie is tucked away, 

however where a student must remove his jumper, he must remove his tie also. 

●  Students with respiratory or allergy problems should inform their practical 

teacher of their ailment. 

● Windows should be opened before using the sander, orbital sander or grinder 

and a dust mask must be worn. 

● Students must follow the cleanup procedure at end of class as outlined by the 

teacher. 

●  No food or drink to be brought into the workshops. 

●  Students should wash their hands at the end of every theory or practical class 

before leaving the workshop. 

 

Other safety measures include: 

●  Safe access/exit/circulation space at all times for students in the workshops. 

● The dust extraction system should be switched on when using the circular saw, 

band saw or planer. 

● The dust extraction system should be serviced every 2 years. 

● The dust extraction system should be checked as per its guidelines every month. 

● Chairs, stools and tables are to be stored safely and carefully, especially at the 

end of class; stools should be placed up on benches so floors can be swept. 

● Floors are to be maintained in good condition. Where water or other spillages 

occur these are to be removed immediately in the interests of safety. 

● Teachers are to ensure that students wear goggles while using machinery or 

power tools. 

●  All workshops have been supplied with goggles. Any shortages are to be notified 

to the school office. 

●  First Aid boxes, eyewashes, fire extinguishers and fire blankets have been 

provided for each workshop. 

● Disposal of broken glassware, waste chemicals, solvents, and biological debris 

must be exercised carefully and in a safe manner. 
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●  No food or drink in workshops. 

●  Master electrical and gas cutout switches have been provided in each workshop. 

These cutout switches are to be left in the ‘off’ position when not in use or where 

the teacher has to leave the room for any period of time. A teacher must 

supervise students using gas and electrical appliances. 

●  Doors to all workshops are to be kept locked when students and teachers are not 

present in the room. 

● Floors must not be waxed for safety reasons. 

●  Students should wash their hands at the end of every theory or practical class 

before leaving the workshop. 

● Risk assessments should be carried out on the machinery and kept up to date 

and in line with future guidelines. 

● Breaches of safety rules and regulations are to be regarded as serious. Students 

involved may be brought to the office for possible suspensions notwithstanding 

the general procedure as outlined in the code of discipline. 

Canteen   

 

● Hands must be washed and hair nets worn on entering the food area. 

● Students lining up outside the canteen, waiting for service, need to form an 

orderly queue. 

● Food must be prepared using the proper boards, i.e. separate boards for meat 

and pastry foods etc. 

● Raw meats must be regularly checked during cooking. The temperature of the 

fridges must be monitored on a continuous basis, when finished, everything must 

be washed up and put away in its proper location. Surfaces need to be cleaned 

down using special wipes. Unused food needs to be placed back into fridges. 

Temperature must again be gauged at this time. 

Art Room 

 

● Do not enter the art room without permission. 

●  Do not use any equipment unless permitted to do so by your teacher. 

●  Make sure you know exactly what you are supposed to do. If in doubt, ask your 

teacher. 

●  Make sure you know the position of all safety equipment in the room e.g. fire 

extinguishers, first aid kit etc. 

●  Always wear eye protection or gloves when instructed to do so. 

●  Long hair must be tied back during practical classes. 

●  Place your bag and other personal items safely out of the way as indicated by 

your teacher. 

●  Nothing must be tasted, eaten or drunk in the art room. 
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●  Any cut, burn or any other accident must be reported immediately to the teacher 

● All equipment should be cleaned and put back in its correct place after use. 

● Always wash your hands after practical work. 

●  Any spills on the furniture or floor should be reported to the teacher immediately. 

● Listen carefully and implement any specific safety points given by your teacher 

for each lesson. 

●  Students should behave in a responsible manner at all times in the art room. 

 

Sports Hall/Gyms/Changing rooms/GAA pitch/Astro pitch/Basketball courts  

 

● No entry without supervision of a teacher. 

● No chewing gum. 

● No eating or drinking. 

● Students must be respectful to the gym/hall/changing rooms and equipment at all 

times. 

● Proper uniform must be worn at all times (runners, tracksuit and t-shirt). 

● Runners must be tied properly. 

● Tracksuit bottoms must be tied properly at the bottom. 

● No jewelry is allowed. 

● Hair must be tied up at all times. 

● Students must only use equipment whilst in the presence of a teacher. 

● No lifting of heavy equipment without teacher supervision. 

● No changing in the showers. 

● No eating in the changing rooms. 

● No valuables to be left in the changing rooms. 

● Football boots are to be taken off before entry to the gym/changing rooms 

● No entry to the storeroom without a teacher present.  

Music Room 

 

● The instruments in the Music Room should not be used without permission. 

● Amplifiers and leads should be put away after use. 

● Students should ensure when using amplifiers that they are not overloaded and 

that only one instrument is plugged in at a time. 

● Plugs on the wall should not be used unless for instruments and prior permission 

is given. 

● Students should be careful while plugging keyboard into sockets on the wall, 

correct wattage should be observed. 

● Instruments should be returned to where they were taken from after use. 

● Only one person may use the piano at a time, students should be sensitive to the 

nature of the fragility of the instrument. 
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● Students should not plug any other devices in to the stereo without prior 

permission. 

● Instruments should never leave the Music Room without permission. 

● No food or drink should be consumed in the Music Room. 

● Water must be kept away from electrical equipment such as amplifiers and 

electric guitars. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Fire and Emergency Procedures. 

 

General 

Fire procedures (including floor plans) are prominently displayed in each classroom and 

throughout the school with specific instructions as to the procedures to be followed in the 

event of a fire. 

 
All staff and students are instructed in the action to be taken in the event of a fire and a 

fire drill. 
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The Principal and Safety Representative arrange all Fire Drills. In his absence the Deputy 

Principals along with senior post holders will take responsibility in the event of an 

emergency. 

 
Fire Prevention/Safety  

      
 Good Housekeeping is critical at all levels to prevent fires from occurring and to 

carry out evacuation procedures in an emergency. 

 Rubbish and waste materials must not be allowed to accumulate; such materials 

must be removed regularly from classrooms and from school buildings to the 

designated waste collection area.  

 Pending removal, waste must be stored in the non- combustible containers 

provided, away from sources of ignition. Waste containers should never be stored 

on or close to escape routes. 

 Staff will be made aware of the importance of not accumulating rubbish or waste 

on any part of the school premises. 

 The use of highly flammable materials will be avoided where possible and cleaning 

agents should be stored in accordance with manufacturers’ instructions. 

 Regular inspections (by the caretaker) must be carried out to ensure escape 

routes, fire exits or fire-fighting equipment is not blocked with storage of any kind 

 The drying of items over heaters/radiators is forbidden, as this is a possible ignition 

source. 

 Regular cleaning of workplaces, machinery and equipment should be carried out 

to prevent the build-up of dust, dirt etc.   

 No refuse or wrappings to be left anywhere but at the points intended for this 

purpose. 

 Corridors, stairs, steps and other escape routes to be kept free from obstacles (e.g. 

school bags, baggage, wrappings, cleaning and maintenance materials) which 

obstruct the escape path and / or render alarm equipment, extinguishers, arrows 

or signs indicating fire exits invisible. 
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 In places where lighting is required at night, it should be turned on early and any 

faults in the lighting equipment reported to the caretakers or principal at once 

 Faults in electrical equipment, fire alarm and extinguishing equipment and door 

gear should always be reported to the Principal. 

 No smoking or naked lights are allowed within any school buildings or grounds. 

 Ensure adequate ventilation to all electrical equipment to prevent overheating. 

 The designated exits and entrances will remain unlocked during normal school 

hours. They will always be kept clear and will be adequately signposted. 

 In accordance with standard practice 20% of extinguishers will be discharged each 

year and employees instructed in the safe and effective use of this equipment. 

 It is imperative that immediately following this 20% discharge, that the stock of 

extinguishers on the school premises is replenished by the contracted supplier. 

 
 

 

 

 

 

 

 

 

 

 

Fire Protection 

 
Fire Detection and Alarm System 

The school is fitted with a fire Detection system consisting of: 

 Smoke detectors throughout each building. 

 Break glass units. 

 Audible sounders to alert staff.  

 Fire control panel at main reception. 
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Fire Extinguishing Media are available throughout the school 

 

Fire Extinguishers   
 

Colour Type Type of Fire  
Red 

 
Water Extinguisher For wood, paper, textile, 

fabric, and similar material (all 
combustible materials) 

 
Yellow Wet Chemical 

Extinguisher 
For use on burning liquid fires 
(cooking oils, greases, fats) 

 
Blue Dry Powder 

Extinguisher 
For use on combustible 

materials, gases, flammable 
liquids, and electrical 

machinery 

 
Black CO2 Gas Extinguisher For use on electrical risks, 

computers, fuse boards, 
flammable liquids 

 
Cream  AFF Foam Spray 

Extinguisher 
For use on flammable liquids 

and combustible materials 

 
 

Fire Blankets are provided in the science labs, the canteen, the staff room, the kitchen 

and anywhere flammable liquids may ignite. 

Emergency gas and electricity shutoff valves are fitted in the Science Laboratories 

and the Construction Studies & Technology areas.  

   

Evacuation 
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If you discover a Fire as a staff member: 

   
1) Activate the alarm – the nearest Fire Break Glass Unit, (or/and call 999 or 112 on 

a landline or mobile phone).  Alert others in the building and report the location of 

the fire and have them institute the emergency procedures.  

2) Close all doors in the immediate area of the fire to control movement of smoke. 

3) Extinguish the fire (if you are competent) with a fire extinguisher only if it is 

exceedingly small and confined to a small area.  If the fire is too large or there 

is excessive smoke or heat, leave the area and close the door to contain the 

fire. 

4) Evacuate to the assigned assembly point (with your class group). 

  
Advice for students if a fire occurs or during a Fire Drill exercise: 

  
In an emergency the alarm bell will sound, if you hear the alarm, follow the emergency 

code. 

1) Stop what you are doing and switch off any equipment you are using. 

2) Listen to the instructions of the classroom teacher. 

3) Leave the building by the specified exit that is displayed in the room you are in and 

make your way quickly and quietly to the designated assembly point that is also 

displayed in the room. 

4) Do not run. 

5) Do not waste time collecting your possessions (bag, sports equipment, lunch, etc.) 

6) Line up quietly and wait for your teacher to take the class roll.  

7) Wait patiently and quietly until you receive further instruction. 

8) No one should return to the building until all clear is given. 

 
Remember, if you discover a fire raise the alarm. Shout: Fire and/or trigger 
the nearest Break Glass.  
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Fire Assembly Points 

The Fire Assembly points for St. Aidan’s CBS School are all located on the basketball 

courts at the front of the school.  Individual class numbers are marked on the ground.  

 
Evacuation Drills 

 Formal evacuation procedures will be carried out at least once per term and a 

record maintained in the main office. 

 Each classroom has a clearly visible number designating the assembly point in the 

yard assigned to each classroom.  

 Time taken to evacuate and any deficiencies encountered will be noted in the 

school ‘fire drill report’ form.  

 Everyone using the school facilities should have a clear understanding of the 

evacuation procedures and evacuation route to their designated assembly point  

 The attention of staff (including trainee staff) and students should be brought to; 

location of firefighting equipment, how to raise the alarm and the evacuation 

procedures and evacuation routes on a regular basis by the Principal (or delegated 

staff). 

 

7. Instruction, Training and Supervision. 
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The Principal is responsible for providing the following specific Health and Safety 

Training on an ongoing basis (as applicable); 

(1)  Health and Safety Induction of all new employees and students including  

 information on fire and emergency procedures. 

(2)  Manual Handling Training. 

(3)  Fire Warden Training. 

(4)  First Aid Training. 

(5)  Management Training in Health and Safety. 

(6)  Out of Hours Policy Induction Training. 

(7)  Emergency Response Plan Training. 

(8)  Risk Assessment & Control Training. 

(9)  Office Ergonomics Training. 

(10) Other central training where risk assessment identifies specific school needs. 

 Details of upcoming courses will if practicable are advertised via e-mail on an ongoing 

basis. 

As staff will generally be involved in manual handling at some stage, all staff are 

required to attend Manual Handling training provided by St. Aidan’s C.B.S. 

 

 

 

 

 

Staff Meetings 

 
The Principal and Deputy Principals will be available at all reasonable times to discuss 

and examine all health, safety, and welfare issues of concern to employees, students, or 

contractors/visitors. 
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Safety is the responsibility of every person on the school premises and the more people 

educated, interested, and encouraged to participate in health, safety, and welfare issues 

in St. Aidan’s CBS the better. Meetings are a valuable tool in successfully implementing 

and improving key elements of the safety programme within the school. Staff meetings 

are held regularly during the academic year. All staff are encouraged to make comments 

and suggestions on health, safety and welfare issues which affect them or others with a 

view to promoting and developing measures to ensure a safe working environment.  

In addition, individual subject department meetings will identify and plan for the provision 

of personal protective equipment and for subject specific preventative measures. These 

will be reported to school management and staff. 

It is essential for the success of the safety management system within the school for the 

reduction/elimination of hazards and risks that: 

 

 The Board of Management commits the necessary resources of personnel, 

time, and money to the process. 

 Sensible recommendations from the staff meetings/subject department 

meetings are considered and acted upon by the Board of Management and 

Principal 

 That health, safety and welfare is on the agenda for all Board of Management 

and staff meetings.  

 
 

 

 

 

The safety agenda within St. Aidan’s CBS for staff and Board members could include the 

following: 

  

 Progress reports on the implementation of the policies as set out in the Safety 

Statement. 
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 The accident record book may be examined and compared to that at the last 

meeting. 

 Preventative recommendations of any recent serious accidents or dangerous 

occurrences will be analysed. 

 Safety improvements and initiatives undertaken in subject departments.  

 Consideration of inspection reports.  

 Reports and feedback on safety training courses attended by staff 

 Updates on legislation.  

 Annual health, safety and welfare report given to Board of Management.  

 
Induction Training 

 
A short period of induction will be given by the Principal or a designated staff member for 

new employees joining the staff. This will include: 

 Receiving a copy of the staff handbook/diary. 

 A tour of the premises for familiarisation purposes. 

 Fire emergency procedures, location of exits, assembly points and training on 

firefighting apparatus. 

 Details of accident reporting and investigation procedures. 

 A discussion on the hazards in the workplace (particularly those relating to their 

own area of work), preventative measures in force and the Safety Statement. 

 An explanation of the consultative process, name of Safety Representative and 

staff meetings. 

 A detail of the new employee’s safety responsibilities. 

 Details of further training (if required or identified). 

 Receiving a copy (PDF) of the School Safety Statement. 

 Signing of induction sheet. 

Training 
 
It is the policy of St. Aidan’s CBS School to ensure that all employees are adequately 

trained in the policies and procedures that apply in the school. Training within 

departments/practical subjects may include the identification of the risks associated with 
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hazardous situations or substances they may come in contact with during their working 

day.  

 
Training to do with the professional development of staff including health, safety and 

welfare is arranged by the School Authorities, the Department of Education and Science 

(DES), Teachers’ Trade Union, Management and Professional Associations. Additional 

training around health, safety and welfare can be arranged by the Principal in consultation 

with staff and the Board of Management.  

 
Welfare Facilities 
 
A staff room is provided for the use of staff members which is equipped with modern 

facilities. 

All facilities will always be maintained in a clean and hygienic condition and access to all 

facilities shall be kept clear. 

Separate staff toilets are provided for staff use. 

Students have their own toilets, washing and changing facilities.  

 

 

 

 

 

 

 

 

 

 

 

 

8. Communication and Consultation. 

 
The health and safety statement will be made available to the school community via the 

school website. A hard copy will be available to all employees in the staffroom, a soft 

copy can be viewed in the policy folder. 
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9. Monitoring, Review & Update. 

 
The management of safety, health and welfare is an ongoing process and should be 

reviewed on a routine basis or immediately as a result of one of the following: 

● Changes in circumstances within or to school structures. 

● Changes in the nature or operations of the school. 

● Any accident or dangerous occurrence. 

● Changes to risk assessments. 

● Significant changes to the details within the safety statement. 

● If the safety statement is no longer valid. 

● If the HSA inspector directs that the safety statement be amended. 
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Appendices A - 

 

    Incident Report Form 

 

Student Name: _____________________________ 

 

Date: ______________________  Time: __________________ 

 

Location of Incident: ___________________________________ 

 

Staff Member Report: 

 

Activity involved in at the time: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

What was the injured party doing? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

How did the incident occur? 

______________________________________________________________________

______________________________________________________________________

__________________________________________________________________ 

 

Weather conditions (if relevant): 

______________________________________________________________________

______________________________________________________________________ 

 

What supervision was in place at the time? 

______________________________________________________________________

______________________________________________________________________ 

 

Names of Witness (is): 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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Description of injury: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

___________________________________________________________________ 

 

Action taken (state who took action, if pupil was sent to hospital, were 

parents/guardians notified and who accompanied the injured person to hospital): 

 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Note, in case of serious injury 

● Photographs (or video) of locus should be taken at the time. Copies should be 

given to the Deputy Principal for safekeeping. 

● The insurance company may need to be informed of the incident. 

● A copy of this form, duly completed should be given to the Deputy Principal for 

safe keeping.  

 

Signed: __________________________ 

 

Date: ____________________________ 
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Appendices C - Risk Assessments 

 

No: Risk  

1. Fire 

2. Chemicals and Hazardous Substances 

3. Use of Electrical Equipment 

4. Emergency Lighting  

 

5. Manual Handling 

6. Movement around the school and social areas 

7. Trips, Slips and Falls 

8. Access/Egress 

9. Maintenance Work 

10. Boiler House 

11. Storage Areas 

12. Caretaking Activities  

13. Stairways 

14. Kitchen/Catering Areas 

15. Gym/Sports hall/Astro/Basketball Courts/GAA Pitches 

16. Staffroom/Workroom 

17. Gallery/Welfare Facilities 

18. Car Parking and Pedestrian Routes 

19. Visual Display Units 

20. All Classrooms/Library/Demonstration Room 

21. Administration 

22. Science Laboratories and Storage Areas 

23. Computer Rooms 

24. Mediation Room 

25. Office Spaces 

26. Art Room 

27. Music Room 

28. Woodwork Room 

29. Technology Room 

30. Technical Graphic Room 

31. Tractors/Mowers 

32 & 

33  

External Areas & Additional Issues & Out of school activities 


