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Policy & Procedures Documents.
The following Policy Documents are available in the Principal’s Office ;
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Child Protection Policy & Procedure.
Administration of Medication Policy.
Children First : National Guidance for the Protection & Welfare of Children.
Fire – Emergency Evacuation Plan.
Hygiene & Infection.
Hepatitis B & Other Vaccines ( Currently suspended ).
Extra Curricular Activities.
Infectious Diseases ( Health Services Executive ( HSE ) Guide for Schools.
Personal Protective Equipment.
First Aid.
Challenging Behaviour.
Accident ( Report ) Procedure.
Dignity, Respect and Equality in the Workplace (School Policy on Anti-Bullying,
Sexual Harassment Policy ).
Stress in the Workplace.
Staff Working Alone.
Health & Safety at Work when Pregnant. ( See Section 26 in Safety Statement ).
Crisis Response Plan.
Policy on School Outings.
Vetting Policy. ( Dept Procedures Guidelines )
Safe Practice Guidelines.

14.
15.
16.
17.
18.
19.
20.

The School will develop Policies & Procedures in relation to the following :







Transport & Driving. ( See Section 23 of Safety Statement )
Manual Handling of Loads / Student Handling & Moving.
Arrangements for Visitors / Contractors. ( See Page 32 of Safety Statement )
Use of Mobile Phones. ( See Section 28 of Safety Statement )
Substance Abuse Policy.
Internet & Acceptable Use Policy – Students & Staff.
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GENERAL POLICY STATEMENT
ON
RISK ASSESSMENT.
ÁBALTA Special School is committed to achieving and maintaining high standards of health
and safety for all Staff, Students, Visitors and others. To do this requires (1) the
identification of hazards which threaten health and safety, (2) assessment of the risks which
these hazards pose, and, (3) putting in place control measures which, as far as is reasonably
practicable, will protect against them. This process is termed “risk assessment”.
Risk Assessments will be carried out periodically as a check on our performance in safely
managing the work undertaken and protecting health. These checks will involve the building
structure, the equipment in use and the methods of operation we employ. Risk Assessments
will be carried out by Management but it is essential that all employed by the School fully
participate in the process, co-operate and contribute to the process.
Our objective is to endeavour to provide a safe and healthy environment for all our Staff, to
meet our statutory obligations to Students, Customers, Contractors, and any member of the
Public that may be affected by our operation. It is vital that you, the Staff, read this
document carefully, understand your role and be fully aware of the overall arrangements for
Health and Safety in the School.
Safety is a condition of employment in ÁBALTA Special School and non-compliance with
Health & Safety Policy is subject to the Disciplinary Procedures in the school. Failure to
comply may result in disciplinary action and / or prosecution.
It is intended that this document will be a working document which will be amended from
time to time to take into account the introduction of new equipment and any changes in work
practices. A Consultation process will be put in place which may help to improve our
approach to Safety, Health and Welfare in the Workplace. You are encouraged to ensure that
this process is a success.
The Safety Statement will be reviewed on an annual basis or more often if considered
necessary.

Signed ______________________________
( Ita Fitzgibbon )
Chairperson, Board of Management, ÁBALTA Special School.

Date : ______________
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Safety, Health & Welfare Organisation
And
Allocated Responsibilities.
Health & Safety in ÁBALTA Special School is everybody’s responsibility. In order to ensure
a corporate approach and to encourage a positive health and safety culture, Management has
established an organisational structure where responsibility has been delegated to School
personnel. A co-ordinated approach to these issues will best ensure a constructive and
successful safe and healthy work environment.
The overall responsibility for a safe workplace, safe work practices and safe systems of work
is vested in :

_______________________________ Chairperson
(
Ita Fitzgibbon
)
Board of Management.

His/ Her overall responsibilities are outlined on Pages 8 - 9 of this Safety Statement and are
expanded on the following pages. He / she may delegate to the named person below :

________________________________ Principal
( Maura Madden )
Her health & safety duties and responsibilities are outlined on page 10 - 11 of this Safety
Statement.
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Chairperson’s Health & Safety Responsibilities.


To develop and co-ordinate health, safety and welfare policy within ÁBALTA Special
School.



To delegate ( if appropriate ) responsibility for the implementation of the Policy.



To provide a safe place of work, safe work practices and safe work systems.



To carry out safety audits, as necessary, in the workplace on a continual basis.



To carry out risk assessments in order to identify hazards, assess the risks these pose and
to put in place control measures to eliminate or reduce these risks so far as is reasonably
practicable.



To inform him / herself of changes in legislation and regulations under the Safety, Health
& Welfare at Work Act 2005.



Investigate or have Accidents and Dangerous Occurrences investigated promptly.



To maintain Records as necessary under the Act and the Regulations.



Report or have Accidents and Dangerous Occurrences reported to the Health & Safety
Authority as required under the Act and the Regulations.



Facilitate a Consultative Process within the school activities.



Include Health & Safety issues in the school Disciplinary Procedures.



Establish an adequate Health & Safety Budget to facilitate and implement a safety
awareness culture within the school.



Encourage all Staff to participate in safety awareness programmes throughout the year.



Develop training courses and programmes on health & safety issues to ensure that
accident prevention is to the fore.



To be aware of and to inform his / her Staff of Fire / Emergency Evacuation Plan within
the premises where the activities are being carried on.



Develop Health & Safety Induction training for new Staff.



To have safety, health & welfare policy in ÁBALTA Special School implemented.
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Develop, co-ordinate and ensure the Consultative Process in the School.



Keep the Safety Policy and Safety Statement under continuous review throughout the
year. Amend and revise as necessary.



Ensure that adequate supplies of PPE are provided in the School.



Ensure that Staff comply with the use of the PPE provided.



Replace damaged, torn, ineffective PPE without delay.



Record the supply & control of suitable and required PPE to Staff.



Ensure there is an adequate supply of first aid materials and record issues and receipts in
Accident Book.



Arrange for the contents of the Safety Statement to be brought to the attention of all Staff
and get signatures of Staff on Safety Statement.



Answer queries from Staff on issues of health, safety & welfare as appropriate.



Keep all Staff informed on all matters pertaining to safety, health & welfare in ÁBALTA
Special School.



Comply with the Disciplinary Procedures in health & safety matters.



Compile Reports as necessary.
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Principal’s Responsibilities
In issues of
Health & Safety.


To implement safety, health & welfare policy in ÁBALTA Special School.



To delegate ( if appropriate ) responsibility for the implementation of the Policy.



Develop, co-ordinate and ensure the Consultative Process of the School.



Bring representations on health & safety from Staff to the Board of Management.



Establish close liaison with the Safety Representative / Safety Committee, where relevant.



Develop Health & Safety Induction training for new Staff Members.



Facilitate Safety Meetings on a regular basis, where relevant.



Keep the Safety Policy and Safety Statement under continuous review throughout the
year. Amend and revise as necessary. Keep Board of Management informed.



Carry out Fire / Emergency Evacuation Plan rehearsals throughout the year and record the
results.



Ensure that adequate supplies of PPE are provided by ÁBALTA Special School.



Ensure that Staff comply with using the PPE provided.



Replace damaged, torn, ineffective PPE without delay.



Record the supply & control of suitable and required PPE to Staff.



Ensure there is an adequate supply of first aid materials and record issues and receipts in
Accident Book.



Ensure that all fire fighting equipments are in good working order and are inspected and
certified on an annual basis or as deemed necessary.



Arrange for the contents of the Safety Statement to be brought to the attention of all Staff
and get signatures of Staff on Safety Statement.



Answer queries from Staff on issues of health, safety & welfare as appropriate.
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Keep Board of Management informed on all matters pertaining to safety, health &
welfare in the School.



Comply with the School Disciplinary Procedures in health & safety matters.



Investigate, on behalf of the Board of Management, any accident, dangerous occurrence,
near miss, loss or damage occurring on the School premises in association with the Safety
Representative and / or Safety Committee.



Compile Reports for the Board of Management.



Review all such Reports and amend Procedures or Safe Work Practice Sheets as
necessary.

Implementation of Control Measures.
The implementation of Control Measures is delegated as follows :

Chairperson, Board of Management

↓
Principal, ÁBALTA Special School

↓
Administrative Staff, Teachers of various Classes
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Resources.
ÁBALTA Special School commits itself to providing safe places of work, safe work
practices, safe systems of work and competent Staff. This is outlined in the Policy Statement
at the beginning of this Safety Statement. Considerable resources of different types have been
and will continue to be expended in achieving our aims and objectives. A co-ordinated
constructive approach to safety and health is necessary to attain a workplace which is safe
and without risk to the health of all Staff.
Resources committed to this end include :









Finance.
Time.
Training.
Consultation.
Personal Protective Equipment ( PPE ).
Monitoring workplace practices.
Monitoring compliance with procedures and the proper use of PPE provided.
Accident / Incident and Dangerous Occurrences Investigation with a view to
identifying and addressing the cause.

ÁBALTA Special School expects all it’s Staff to co-operate with Management, and one
another, to ensure an accident free environment and record. Suggestions from groups and
individuals are welcome as to how best manage Safety, Health & Welfare in ÁBALTA
Special School.
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Allocation of Specific Responsibilities.

Number

Area of Responsibility

1

Training

2

Fire Safety

3

Personal Protective Equipment

4

Internal Health & Safety Audits

5

First Aid

6

Maintenance

7

Chemical

8

Evacuation Procedures and Rehearsals

9

Health & Safety Consultation Meetings

10

Accident / Incident & Dangerous
Occurrences Investigation and Reports
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The Safety, Health and Welfare at Work Act 2005.
General Duties.
The aim of all health and safety law is to prevent accidents and protect health. This is
summarised in the key Sections of the Act. The Act sets out :
 The requirements for the control of safety and health at work.
 The management, organisation and the systems of work necessary to achieve those
goals.
 The responsibilities and the roles of Employers, the Self-employed, Staff and Others.
 The procedures needed to enforce and ensure that the goals are met.
The Act requires an input from all employed persons since safety is everybody’s
responsibility. A process of consultation between Employer and Employee is necessary in
order to provide a safe place of work, safe work practices and systems and, competent Staff.
Safety, Health and Welfare are paramount in ensuring these goals. The use and application of
commonsense, remaining focused and supervision of activities will go a long way in
achieving an accident free enterprise.
The Act details the duties and responsibilities of Employers and Staff. Included in these
duties are Self-employed persons, Persons who have control over places of work,
Manufacturers, Importers and Suppliers of equipments, machinery, articles or substances
which are used at work. Also included under “Suppliers” are Designers, Installers and
Erectors.
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General Duties of Employers
Employers ( including Self-employed persons ) are primarily responsible for creating and maintaining
a safe and healthy workplace. The Employer’s duties include :
 To manage and conduct all work activities in order to ensure the safety, health and welfare of
persons at work. This includes the prevention of improper conduct or behaviour among Staff
likely to result in Staff being put at risk e.g. bullying and harassment, horseplay etc…
 To design, provide and maintain a safe place of work that has safe access and egress, and
utilises plant and equipment which is safe and without risk to health.
 To prevent risks to health and safety from the use of any articles or substance, or from
exposure to physical agents, noise, vibration and ionising or other radiations.
 To plan, organise, perform, maintain and, where appropriate, revise systems of work which
are safe and without risk to health.
 To provide and maintain welfare facilities for Staff at the workplace.
 To provide information, instruction, training and supervision regarding safety and health to
Staff, which must be in a form, manner and language that they are likely to understand.
 To co-operate with other Employers who share the workplace so as to ensure that safety and
health measures apply to all Staff ( including fixed-term and temporary workers ) and to
provide Staff with all relevant safety and health information.
 To provide appropriate protective equipment and clothing to Staff.
 To appoint one or more competent persons to specifically advise the Staff on compliance with
the health and safety legislation.
 To prevent risks to other persons at the place of work.
 To ensure that “reportable” accidents and dangerous occurrences are reported to the Health &
Safety Authority.
 To prepare Risk Assessments and Safety Statements.
 To prepare and revise adequate plans and procedures to be followed in the event of an
emergency and carry out drills on same.
 To obtain, where necessary, the services of a competent person to assist in ensuring the
safety, health and welfare of his / her Staff.
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General Duties of Staff
Staff ( including full or part-time, permanent or temporary, regardless of any employment or
contractual arrangement they may have ) also have duties and responsibilities under the Act. Staff
must :
 Comply with all relevant current health & safety legislation.
 Take reasonable care to protect themselves and any other person who may be affected by their
acts or omissions at work.
 Not be under the influence of any intoxicant, such as alcohol or drugs or a combination of
both, to the extent that they could be a danger to themselves or others while at work.
 If reasonably required by his or her Employer, submit to any appropriate, reasonable and
proportionate tests, by or under the supervision of a registered medical practitioner who is a
competent person, as may be required by Regulations made under the 2005 Act.
 Co-operate with their Employer or appointed other person with regard to safety, health &
welfare at work.
 Not engage in any improper conduct or behaviour such as violence, bully or horseplay, which
could endanger the safety and health of another person at work.
 Participate in safety and health training provided by their Employer.
 Make proper use of all machinery, tools, articles, substances etc… and use all personal
protective equipment ( PPE ) provided for use at work.
 Report any defects in the place of work, equipment etc.. which might endanger safety and
health.
 Report dangerous work practices and systems to the Employer.
 Report any breaches of health and safety legislation which he / she becomes aware of and
which is likely to endanger themselves or any other person.
 Not intentionally or recklessly interfere with, misuse or damage any thing provided under
health and safety legislation or provided to protect persons at work directly or indirectly.

Staff are expected to be fully conversant with their responsibilities under the
Act and to comply with all relevant health and safety instructions. A co-ordinated,
pro-active approach to these issues is essential to ensure that ÁBALTA Special School
will achieve it’s objectives.
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General Duties of Persons in Control of Places of Work
Persons who have control over :




A non-domestic place of work that has been made available to the Staff of another
person,
The means of access to and egress from that place of work, or
Any article or substance provided for use at that place of work ( other than Staff of
the person in control

Has the duty to ensure, so far as is reasonably practicable, that
 The place of work,
 Access to it and egress from it, and
 Any article or substance so provided,
are safe and without risk to health.
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General Duties of Other Persons.
The Act places duties on any person who designs, manufactures, imports or supplies any
article used at work to ensure, so far as is reasonably practicable, that :
 The article is designed and constructed so that it can be used safely and without risk
to health at work,
 It complies with any relevant legislation which implements a Directive of the
European Union, and
 The article is properly tested and examined so as to meet such requirements.

The person must also provide information and any updating information about the safe use of
the article to any person he / she supplies the article to. The information must relate to the use
for which the article has been designed, manufactured or tested and must include information
on :







The safe installation,
Use,
Maintenance,
Cleaning,
Dismantling, or
Disposal without risk to safety or health.

A person who erects, assembles or installs an article for use at a place of work must ensure
that there is nothing in the way in which it is erected, assembled or installed that makes it
unsafe or a risk to health, so far as is reasonably practicable.
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Consultation
and
Safety Representation.
Employers have the duty to consult his / her Staff in order to make and maintain
arrangements to enable the Employer and the Staff to co-operate in the promotion and
development of safety, health & welfare and to monitor the effectiveness of measures put in
place.
Staff have the right to make representations to and consult with their Employer on matters
relating to their safety, health and welfare.
The Employer is obliged to consider any representations made by his / her Staff regarding
safety, health & welfare, and, so far as is reasonably practicable, to take any
appropriate or necessary action.
In addition to the above this Section affords rights to Staff as follows :



To make representation to and to consult with their Employer on matters of safety,
health and welfare in their place of work.
To select a Representative from amongst their workforce to represent them on matters
of safety, health and welfare in their place of work.

The Safety Representative for ÁBALTA Special School is : ____________________
The Safety Officer for the School is : ________________________

Representation Chain
Chairperson, Board of Management

↑
Principal

↑
Safety Representative / Safety Committee

↑
Teachers / Individual Staff Members
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Safety Representative.
Once the Safety Representative has been selected and agrees to act for the workforce, he/she
assumes certain rights. It is emphasised that these are rights and not additional duties.

















Subject to prior reasonable notice to the Employer and to agreement between the
Safety Representative and the Employer as to frequency, the right to carry out
inspections on the whole or part of the place of work or immediately, in the event of
an accident, dangerous occurrence or imminent danger or risk to safety, health &
welfare of any person.
The right to investigate accidents and dangerous occurrences provided that he does
not interfere with or obstruct the performance of any statutory obligation required to
be performed by any person under any of the relevant statutory provisions,
Subject to prior notice to the Employer, the right to investigate potential hazards and
complaints made by any Employee,
The right to accompany HSA Inspector on any tour of inspection other than one
relating to investigating an accident,
The right to accompany an Inspector, at the discretion of the Inspector, who is
carrying out an investigation.
At the discretion of the Inspector concerned, where an Employee is being interviewed
by the Inspector with respect to an accident or dangerous occurrence, the right to
attend the Interview where the Employee so requests.
The right to make representations to an Employer on any aspects of safety, health and
welfare at work,
The right to make oral or written representations to Inspectors on matters of safety,
health and welfare at work, including the investigation of accidents or dangerous
occurrences,
The right to receive advice and information from HSA Inspectors on matters of safety,
health and welfare at work,
Consult & liaise with any other Safety Reps on safety, health & welfare at work, who
may be appointed in the project whether or not those other Safety Reps work in the
same place of work, in different places of work under the control of the Employer or
at different times at the place of work.
The Employer shall afford the Safety Representative such time off from his/her duties
as may be reasonable, without loss of pay, to enable him/her to acquire the knowledge
necessary to discharge his functions as safety representative, and,
To discharge his/her functions as safety representative.
To be informed when an Inspector attends the place of work for the purpose of an
inspection.
Arising from his/her functions the Safety Representative shall not be placed at any
disadvantage in relation to his/her employment.
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Consultation & Participation of Employees – Safety Committees.
Section 26 of the Safety, Health & Welfare at Work Act 2007 places a duty on the Employer
to consult his / her Employees in order to make and maintain arrangements to enable the
Employer & Employees to co-operate to promote and develop safety, health and welfare and,
to monitor the effectiveness of those measures.
This can be done through informal Staff Meetings, the Safety Representative system or
Safety Committees.
The basic functions of a Safety Committee may include :







The review of Safety Audit Reports
Seeking solutions to health & safety issues which arise
The study of information relating to accidents / incidents, dangerous occurrences and
instances of occupational ill-health at the place of work.
The development and implementation of safe systems of work
The review of communication & Employee training procedures relating to health &
safety, and
The consideration of Reports presented by a Safety Representative.

The number of Members of a Safety Committee shall not be less than 3 and shall not exceed
one for every 20 persons employed in a place of work or a maximum of 10, whichever is less.
Where the Safety Committee is 4 or less, one Member may be appointed by the Employer
and the rest will be selected and appointed by the Employees.
Above 4 there is a pro-rata number of Employer appointees.
Where there is a Safety Representative(s) appointed by Employees, at least one such Safety
Representative will be selected and appointed to be a member of the Safety Committee.
By agreement with the Employer :



A Meeting place for Safety Committees will be agreed.
Frequency, duration and times of meetings will be agreed.

Subject to this agreement the following conditions will be satisfied :





Meetings will not be held more frequently than once every 3 months.
The duration of the Meeting will not exceed 1 hour.
A Quorum will be present. Quorum not less than 3 or higher agreed figure.
Time of Meeting will be compatible with the efficient operation of the place of work.
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Consultation Mechanism.
To comply with the commitment outlined in the Policy Statement, ÁBALTA Special School
proposes to put in place a Consultation Mechanism to enable a free flow of ideas and a
method to address matters of safety, health and welfare in the workplace.





Regular Meetings.
Proper Agenda.
Recording of Minutes of Meetings.
Record of Proposals, Decisions, Recommendations and Progress Reports on
decisions.

The effectiveness of any Consultation Mechanism is more likely to be ensured if the
following points are taken into account :









Management will commit the necessary financial and staff resources as per
Department of Education & Science allocation.
Management and Staff should be encouraged to participate in the process.
Staff should be encouraged to communicate their views and/or complaints through the
proper channels.
Sensible recommendations should be implemented without delay.
Line management should not ignore or hinder recommendations.
Staff should be adequately trained in and informed of safety and health matters.
The Agenda for Meetings should be varied and relevant.
Staff should be prepared to consider new options or approaches to problem areas.
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Recommended Agenda.
There should be regular Meetings under a specific agenda which could include the following
items :









Progress Report on the implementation of the Safety Statement.
Examination of the Accident Record since the previous Meeting.
Special consideration of any recent serious incident or dangerous occurrences.
Practical safety and health suggestions or solutions from both Management and/or
Staff.
The provision and use of Personal Protective Equipment ( PPE ).
Special activities such as a “Safety Week”.
Safety and Health training needs in the workplace and Training Reports on Training
Courses attended by Management and/or Staff.
Any items arising from The Safety Statement ( Regulation 20 ).
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The Principles of Prevention.
There are nine (9) Principles listed in the Schedule 3 of the Safety, Health and Welfare at
Work Act 2005 aimed at providing safety and health in the workplace. These are as follows :
1. Avoidance of Risks.
2. The evaluation of unavoidable risks.
3. The combating of risks at source.
4. The adaptation of work to the individual, especially as regards the design of places of
work, the choice of work equipment and the choice of systems of work, with a view, in
particular, to alleviating monotonous work and work at a predetermined work rate
and to reducing the effect of this work on health.
5. The adaptation of the place of work to technical progress.
6. The replacement of dangerous articles, substances or systems of work by safe or less
dangerous articles, substances or systems of work.
7. The giving of priority to collective protective measures of priority over individual
protective measures.
8. The development of an adequate prevention policy in relation to safety, health and
welfare at work, which takes account of technology, organisation of work, working
conditions, social factors and the influence of factors related to the working
environment.
9. The giving of appropriate training and instruction to Staff.
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Risk Assessment Regulations.
Regulations set out specific targets or define particular processes which are required in law to
be followed in order to achieve compliance with the main Safety, Health and Welfare at
Work Act 2005.
The general principles enshrined in the Act have been amplified or fleshed out in many
respects by a number of detailed Regulations. These are contained in the Safety, Health and
Welfare at Work ( General Application ) Regulations 2007.
It is important to understand and appreciate the full implications of these Regulations 2007.
They contain detailed legal requirements on major issues concerning safety, health and
welfare at work.
1. Workplace & Workplace Equipment ( Part 2 Chapters 1 – 5 ).
a. Workplace,
b. Use of Work Equipment,
c. Personal Protective Equipment,
d. Manual Handling of Loads,
e. Display Screen Equipment )
2. Electricity ( Part 3 )
3. Work at Heights ( Part 4 ).
4. Physical Agents ( Part 5 Chapters 1 – 2 ).
 Control of Noise at Work.
 Control of Vibration at Work.
5. Sensitive Risk Groups ( Part 6 Chapter 1 – 3 ).
 Protection of Students & Young Persons.
 Protection of Pregnant, Post Natal & Breastfeeding Employees.
 Night Work & Shift Work.
6. Safety Signs & First Aid ( Part 7 Chapters 1 – 2 ).
 Safety Signs at Places of Work.
 First Aid.
7. Explosives Atmospheres at Places of Work ( Part 8 ).
8. Schedules 1 – 10 associated with above Parts.
Date of Issue :
June 2012.

Ref. No.

Prepared by :
Q-West Consultants

Approved by :
Chairperson, Board of Management

Revision No

25

Created by Q-West Consultants.
Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.

Notification of Accidents and Dangerous Occurrences ( Part X of old Regulations 1993 ).
In addition to these General Application Regulations 2007, there are a number of other
important regulations & documents which should be noted.















Lead Regulations 1988.
The Ionising Radiation Regulations 1991.
The Safety, Health & Welfare at Work ( Carcinogens ) Regulations 2001.
The Biological Agents Regulations 1994.
The Chemical Agents Regulations 2001.
Public Health ( Tobacco ) Acts 2002 & 2004.
Student Care Act 1991 and Student Care ( Pre-School Services ) Regulations 2006.
Student Protection – Guidelines & Procedures 2001 ( Dept. of Education & Science)
Child Care Act 1991 & Amendment 2007.
Child Care ( Pre-School Services ) Regulations 2006.
Child Protection Guidance & Procedures 2001.
Children First 2011 - National Guidelines for the Protection & Welfare of Children.
The Agenda for Children’s Services : A Policy Handbook 2007
The Education for Persons with Special Educational Needs Act 2004.

Not all these latter Regulations are relevant to this Safety Statement – the risk assessment will
clarify.
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Training and Instruction.
Training in work practices and systems of work is vitally important in minimising the
possibility of accidents and injury. It is the policy of ÁBALTA Special School to provide
adequate training to all Staff where relevant and appropriate. This is particularly true in the
area of manual handling of loads,
In Student-care Services premises, the lifting, moving, changing, re-arranging of Students
and / or furniture etc… is common and can be the cause of injuries. Every effort should be
made by both Employer and Staff to minimise this risk by ensuring they are not exposed to
the possibility. There are individual risk factors and the Employee may be at risk if he/she :




Is physically unsuited to carry out the task in question
Is wearing unsuitable clothing, footwear or other personal effects,
Does not have adequate or appropriate knowledge or training.

The following should also be considered when assessing the capacity of the individual Staff
to manually handle goods :






Has the Staff Member any previous experience or training ?
Has the Staff Member had any back pain in the past ?
Has the Staff Member any reservations about his/her lifting ability ?
Are Staff Members generally fit ?
Do Staff Members appear physically capable of doing the manual handling jobs
assigned to them ?

First Aid, as an immediate response to accidents and injuries, is important and the
Management will endeavour to have at least one member of staff qualified in Occupational
First Aid.
Where new equipment is brought into the workplace, instruction and training in the use of
this new equipment will be provided to relevant staff.
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Good Housekeeping Rules.
The SHAWAWA 2005 places an onus on both the Employer and the Employee as outlined in
previous pages. A safe and healthy workplace is dependent on commonsense and cooperation. A simple way of improving the workplace from a safety, health and welfare point
of view is to abide by a few simple housekeeping rules. By housekeeping is meant taking the
responsibility for ensuring that the work area is kept clean and tidy. Untidiness can cause
accidents and wastes time, energy and materials.










Smoking : Smoking is not permitted in the workplace.
Running is actively discouraged on the premises – particularly during floor cleaning
or in emergencies.
The Protective Equipment provided for use in the workplace must be worn / utilised at
all times. It should be kept in good condition.
Foot-wear should be of a good sensible type conducive to providing support to the
wearer, particularly where prolonged periods of standing are part of the duties.
Horseplay should be avoided at all times in work areas.
Manual Lifting should be done in the proper proscribed manner.
No food or beverages should be consumed on the premises other than in the
designated area.
Accidents and near misses should be reported to management without undue delay.
All rules, signs and instructions should be adhered to.
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Fire Safety.
Section 18 (2) of the Fire Services Act 1981 & 2003 states :


“It shall be the duty of every person having control over premises to which this
section applies, to take all reasonable measures to guard against the outbreak of fire
on such premises, and to ensure as far as is reasonably practicable, the safety of
persons on the premises in the event of an outbreak of fire”.

This Safety Statement includes a Fire Safety Plan or an Emergency Evacuation Plan. Staff
will comply with Procedures in operation within the premises where they are working.
Section 37 of the Fire Services Act 1981 & 2003 enables the Minister for the Environment to
make regulations in relation to premises to which Section 18 applies. At present a Code of
Practice is applicable - “Code of Practice for the Management of Fire Safety in Places of
Assembly”. This is not legally binding but is a recommended code which will eventually be
enshrined in law through regulations.

The following points are recommended :








The Fire Services Act 1981 & 2003 states that a Fire Register should be kept.
An Emergency Evacuation Plan should be drawn up, implemented and rehearsed.
This should be recorded.
All Staff should be fully briefed on their role in these Plans.
The Fire Evacuation Plan should be rehearsed at least twice a year. This should be
recorded.
A Fire Safety Audit should be carried out on a regular basis and the results recorded.
A complete check of all fire fighting equipment should be included in the general Fire
Plan.
A complete check of all fire fighting equipment should be carried out on a regular
basis.
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Emergency Fire Evacuation Procedures.
On discovery of a fire :










Raise the Alarm – Step 1.
Call the Fire Brigade – Step 2.
Evacuate the Premises – Step 3.
Fight the fire, if possible – Step 4.
Isolate the fire, if possible – Step 5.

Step 1

Step 2.

Raise the Alarm.

Call the Fire Brigade.



Alert Staff.
Activate the Break Glass
Unit in the premises, if
installed.

Dial 999 / 112.
Give exact location address of
the Fire and any other
information required by the
Brigade.

Step 3.

Evacuate the Premises.



All Persons to leave the Premises by the
nearest Emergency Exit.
All Persons to go to designated Assembly
Points where Roll Call can be taken.
Step 5.

Step 4.

Isolate the Fire.

Fight the Fire.



Do not endanger yourself.
If possible, fight the fire using the
relevant Fire Extinguishers
available in your Location.




Close all Doors and Windows in
the vicinity of the Fire.
If possible, remove any
combustible materials from the
immediate vicinity of the Fire.

General Fire Safety Notes.
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If and When the Alarm sounds……









Proceed to the nearest Fire / Emergency Exit.
Close all windows and doors as you exit.
Go to your designated Assembly Point and remain at that Point.
When Roll Call is made answer loudly and clearly.
Do not leave the Assembly Point unless instructed to do so.
Await instructions from your Supervisor or other authorised person.
Return to work only when it is safe to do so.
Do not re-enter the Building until it is declared safe and the fire has
been extinguished.

Information to give Fire Brigade.








Exact location of the fire / emergency – name & full address of School premises.
Best route for access to exact fire location.
Location of Fire Hydrants nearest to the fire location.
Any Process Dangers on site or in close proximity to fire location.
Any hazardous materials on site or in close proximity to fire location.
Any damage likely to occur should the fire spread.
Any other information requested by the Fire Brigade.

On Arrival of Fire Brigade.




The Staff Member should meet the Fire Officer.
Inform him / her of the evacuation situation.
Inform him / her of any developments since the
Fire Brigade was called.
 Inform him / her of exact location of the fire in
the premises.
 Remain available for further information or
requests.
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Procedures for Contractors / Sub-contractors on site.


All Contractors / Sub-contractors where and when utilised by ÁBALTA Special
School must be approved by the Board of Management and / or The Principal of
ÁBALTA Special School.



Contractors / Sub-contractors must hold suitable insurance cover and be in possession
of their own relevant Safety Statement.



Contractors / Sub-contractors must not use ÁBALTA Special School equipment or
the services of it’s Staff without the express permission of the Principal.



All Contractors / Sub-contractors will inform ÁBALTA Special School of any hazard
they are bringing onto the area where they will be working. They will be informed by
the Management of ÁBALTA Special School of any hazards to which they may be
exposed and will only operate in the areas to which they have been granted access.
This may involve a Permit to Work.



Such Contractors / Sub-contractors will be expected to ensure that their Employees
conform to contents of this Statement.



All Contractors / Sub-contractors will operate only in the area(s) to which they have a
Permit to Work.



All such work areas will be securely cordoned off both during work hours and at the
end of the work period.
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Workplace Stress.
Occupational Stress is now considered to be one of the greatest hazard facing workers in the
workplace. Stress in the workplace is the new disease of the present age and it is estimated
that one in three workers suffer from stress related illnesses.
Stress can be described as “the reaction in people to excessive demands, pressures and
expectations”. Just like cholesterol, there seems to be ‘good’ stress and ‘bad’ stress. A certain
amount of stress may be good for you, such as stress from a demanding sport or challenges of
the job. It pushes us to be our best, to grow and excel. We need this stress to stay healthy and
to give our lives meaning.
Everyone knows, however, that high levels of bad stress are not good. Stress can affect your
immune system, make your heart rate and blood pressure jump and wear you out, mentally
and physically.
It is clear that, for many people, a job can be more than a source of income and identity. It
can also be the source of ill health and unhappiness. Most of us spend at least eight hours a
day in our work environment and more if we include travel, extra work etc. . . which can
mount up to 10 – 12 hours a day. If we are unhappy in our work, this can effect other areas of
our lives, as it is impossible to just switch off as if closing a door or turning off the light. It is
ironic that the qualities most likely to make people successful in work – aggression, ambition,
drive and energy – are those which are most likely to cause work related illnesses.
Job Stress – The Symptoms.
What are the symptoms ? The list is long :
Fatigue. Insomnia.
High blood pressure.
Headaches.
Ulcers.
Heartburn.
Inability to concentrate or relax.
Changes in appetite.
Waning sexual interest.
Alcoholism.
Aggressive behaviour.
Irritability .
This is not a definitive list.
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A hopeless feeling of overload ; being unable to cope ; unable to leave the job behind at night
or at weekends ; a feeling of being trapped with no way out – these are the stages at which
there is a problem.
If not addressed the result can be depression, irritability, anger, absenteeism, social avoidance
or other stress related illnesses.
How does it happen ?
It is likely to occur where there is :






Prolonged or increasing pressures without relief.
A series of conflicting demands without easy solutions.
A sense of powerlessness over the demands being made.
Organisational changes that impact on the individuals.
Continuous threats of violence or aggressive behaviour with little or no defence.

Stress problems can be intensified by:






The presence of bullying, conflict, harassment or indifference and contempt to Staff
needs.
Lack of leadership and clear direction.
Work arrangements. Deadlines and demands set without consultation and appearing
to be set in stone.
Staff experiencing a high degree of uncertainty about their direction, purpose,
objectives and the job.
Outside interferences.

Five basic reactions to stress.
People usually react in five different manners :






Talk to others but do not take direct steps to rectify the situation.
Work harder and longer to try to overcome the overload.
Get involved in an engrossing recreational activity so they feel refreshed and capable
of doing more work in a shorter time.
Withdraw physically from the situation.
Analyse the situation, revise strategies and look for ways to change the problem.
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How can we cope ?
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Take charge of the situation.
Be realistic about what you can change.
Take one step at a time.
Be honest with colleagues.
Let your Employer help.
Slow down.
Recognise the danger signals.
Take care of your physical health.
Learn to relax.
Don’t neglect your private life.
Consider change.
At the right time seek help.

Remember, you are NOT alone. Your colleagues will help, will understand and will support
you. Seeking help is NOT a weakness, rather it is a sign of strength and selfacknowledgement. If you are suffering from job stress, you are in good company. Most of us
feel that way at some point in our lives.
It is important to remember that, however bad your situation may appear, there is always
something you can do, some steps you can take. There is no easy solution, no quick fix but
making the effort will be worthwhile.
If you do not look for a solution you can expect :





Decline in work performance.
Decrease in morale.
Adverse effect on relationships at work, and,
Increase in stress related illnesses.

Recommendations.
 Discuss stress with colleagues on regular basis.
 Discuss stress with Management on regular basis.
 Under the Consultation mechanism, develop a policy for ÁBALTA Special School to
deal with stress and stress related illnesses. Under the Safety, Health and Welfare at
Work Act 2005 and the Safety, Health and Welfare at Work ( General Application )
Regulations 2007, the Policy Statement at the beginning of this Safety Statement
commits Management to address this problem.
 Introduce daily relaxation exercises at home and / or at work.
 Take regular exercises.
 Examine diet.
 Examine priorities in one’s life.
Date of Issue :
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HARASSMENT AND BULLYING.
1. Bullying.
Bullying is defined by the Health and Safety Authority as : “repeated inappropriate
behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by
one or more persons against another or others at the place of work and / or in the
course of employment, which could reasonably be regarded as undermining the
individual’s right to dignity at work”. Bullying is where aggression or cruelty,
viciousness, intimidation or a need to humiliate, dominate a relationship. The
definition goes on to emphasise that bullying is aggressive behaviour which is
systematic and ongoing and does not relate to isolated, one-off incidents of
aggression.
The Employment Equality Act 1998 outlaws bullying and it will not be tolerated in ÁBALTA
Special School.
The Effects of bullying can result in any or all of the following :
 Emotional effects ( severe anxiety ).
 Cognitive ( concentration) effects ( making mistakes, having accidents ).
 Behavioural effects ( smoking, excessive drinking, overeating..).
 Physiological effects ( contributing to raised blood pressure, heart disease ).
 Reduced resistance to infections, stomach and bowel problems.
 Skin problems.
.
There are different Forms / Types of Bullying :
 Exclusion with negative consequences.
 Physical contact including assault, pushing, shoving, jostling.
 Verbal abuse / insults.
 Being treated less favourable than colleagues.
 Intrusion by pestering, spying, stalking.
 Menacing behaviour.
 Intimidation
 Aggression.
 Undermining behaviour.
 Excessive monitoring at work.
 Humiliation.
 Withholding work-related information.
 Repeatedly manipulating a person’s job content and targets.
 Blame for things beyond the person’s control.
 Vandalism of personal property.
 Posters, photocopied cartoons, graffiti, obscene gestures, flags, bunting and emblems.
Date of Issue :
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2. Sexual Harassment.
Section 32 of the Employment Equality Act 1998 outlaws harassment of Staff and
defines it as “any act or conduct which is offensive, humiliating or intimidating on
a discriminatory ground including acts of physical intimacy, spoken words,
gestures, or the production, display or circulation of written material or pictures”.
Sexual Harassment is defined as unsolicited, unreciprocated behaviour of a sexual
nature to which the recipient objects or could not reasonably be expected to consent
to, and may include:
 Unwanted physical contact.
 Rude or suggestive behaviour whether physical or verbal.
 Sexual derogatory statements or sexually discriminating remarks.
 Displays of pornography or sexually explicit material in the workplace.
Sexual harassment will not be tolerated in ÁBALTA Special School as a matter of
policy and any incident should be reported immediately to Management. Sexual
harassment can extend to Staff, Clients, Relatives, Visitors, Contractors and / or other
school contacts.
To this end Management will :
 Communicate to all Staff that bullying or harassment by any member of
ÁBALTA Special School, regardless of status, will not be tolerated.
 Identify the areas in the workplace where this type of activity may be a
problem.
 Offer identified victims counselling.
 Offer the instigators training to change their behaviour ( if they are not to be
dismissed ).
 Ensure that the Staff and Safety Representative in ÁBALTA Special School
are trained to recognise the signs and symptoms of bullying and harassment.
 Instigate a Complaints Procedure and / or Disciplinary action to be taken
should bullying be proved.
 Outline behaviour which is unacceptable ( See Forms / Types of Bullying
above ).
Staff have responsibilities to :





Date of Issue :
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Be aware of behaviour that is deemed unacceptable.
Make every effort to ensure that bullying and harassment does not occur in
ÁBALTA Special School.
Ask the instigator to desist from his / her actions, where it is observed
personally, and, to make note of the incident.
Advise the victim of the complaints procedures and offer assistance.
Try to foster an anti-bullying culture in the workplace.
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Hazard Identification, Risk
Assessment
&
Control Measures.
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1.

Entrance Hall & Corridors.

Fig. 1 View of Front Entrance Hall

Fig 2 General View of a Corridor
Hazards.
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Slips, Trips & Falls from obstructions.
Breakglass Units, Emergency Exit Doors & Signs, Lighting ( See Section 20 ).
Running in Corridors.
Access to the School.
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Risk Assessment.
The Risk assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.
 Visitors.

Control Measures.
 The Front Entrance Hall will be kept obstruction free at all times in order to
prevent slips, trips & falls, particularly in the event of an Emergency
Evacuation.
 The Door is designated as an Emergency Exit and must be kept obstruction
free at all times both internally & externally.
 Checks will be carried out on all Breakglass Units, Fire Extinguishers,
Emergency Doors & Signs by Staff on a regular basis.
 The Corridors will be obstruction free at all times.
 Running in the Corridors by Students will not be permitted in order to prevent
possible accidents.
 Staff will check that all lights on the Exit Signs are in good working order.
Records of such checks will be entered in the School Fire Safety Register.
 The Front Door will be kept securely closed at all times in order to prevent
unauthorised access and, in addition, to prevent unauthorised egress by
Students.

Persons responsible to implement Control Measures.
 All Staff.

When to implement.

 Immediate and on-going.
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2.

All Offices ( Reception, Principal & Behaviour Specialist ).

Fig 3. View (1) of Admin Office

Fig 4. View (2) of Admin Office
Hazards.
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Computers & associated Equipments ( See Section 29 ).
Eye Strain.
Cabling.
Ergonomic Chairs.
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Manual Handling of Loads ( See Section 16 ).
Filing Cabinets.
Shredder.
Plugs & Sockets and Distribution Boards.
Heater.
First Aid Cabinet in Admin Office.
Electrical Room off Admin Office.

Risk Assessment.
Low provided due care and attention is paid to Control Measures and Safety
Procedures.

Who is affected ?
 Staff.
 Visitors.

Control Measures.
 Electrical wiring will be kept tidy, particularly with Computer equipment.
 Monitors will be so positioned i.e. eye level, to avoid possible neck injury. If
the main computer in use is the laptop, a laptop deck should be acquired.
 Wrist rests will be provided to Staff working with computers to avoid
Repetitive Wrist Strain.
 Document holders, if considered relevant, will be provided for Staff working
with computers and be positioned at eye level to side of Monitors.
 Dangerous chemicals and inks are used in photocopiers and printers, so great
care will be utilised in changing toners etc… Manufacturers’ Instructions to
be followed.
 Ergonomic Chairs will be provided and will be utilised properly to provide
back and foot support.
 Regular checks will be carried out on all electrical cabling and flexes to
ensure any damaged plugs, sockets, flexes are in good condition. All frayed
or damaged items will be replaced / repaired without delay.
 All electrical repairs / maintenance and replacements will be carried out by a
qualified competent person.
 Where distribution boards are used, they will not be overloaded and cabling
will be tidy and not the cause of slips, trips and falls.
 All manual handling activities will be carried out utilising good manual
handling techniques.
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 Staff using the Shredder will take care not to get fingers caught in blades.
Where shredder gets stuck or clogged with material, the machine will be
switched off before attempting to clear.
 Radiators / heaters will be kept free from combustible materials being placed
on or against.
 When not in use the Filing Cabinet drawers will be kept closed in order to
prevent slips, trips and falls.
 The First Aid Cabinet will be checked on a regular basis to ensure it contains
the Recommended Contents as per HSA Guidelines detailed in this Safety
Statement.
 Items taken from the First Aid Cabinet will be recorded in the School
Accident Book and will be replaced without undue delay.
 The Electrical Room off the Admin Office will not be used as a storage area.
Delivered materials will be moved to it’s designated location as soon as
possible.
 Access to the electrical control panels will remain obstruction free at all
times.
 Only authorised persons will have access to this Room.

Persons responsible to implement Control Measures.
 All Staff.

When to implement.
 Immediate and on-going.
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3.

Parent’s Room.
Hazards :





Slips, Trips & Falls.
Plugs & Sockets.
Shelving.
Access & Privacy.

Risk Assessment :
Low provided due care and attention is paid to the various Control Measures.

Who is affected ?
 Staff.
 Students.
 Students.

Control Measures :
 Good housekeeping procedures will be adopted at all times to ensure there are
no slips, trips and falls by Staff, Parents or Students.
 It is suggested that the sockets in this room be fitted by protection covers.
 Staff will ensure they employ good manual handling procedures in placing
items onto the shelves and removing same from the shelves. Heavier items
will be placed lower down and lighter items higher up.
 It is suggested that a small notice be placed on the sliding door to the Room
indicating that a person should knock before entering the Room. This is to
respect the privacy of Parents & their Child.
Persons responsible to implement Control Measures.
 Board of Management.
 Principal.
 Staff.
When to implement.
 Immediate and on-going.
Date of Issue :
June 2012.
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4.

Classrooms – Junior & Middle ( Small & Big ).

Fig 5

Fig 6

View of Classroom

View of Classroom

Hazards :







Date of Issue :
June 2012.

Slips, Trips & Falls.
Plugs & Sockets Covers.
Sink.
Emergency Exit Doors.
Breakglass Units.
Shelving.
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Risk Assessment :
Low provided due care and attention is paid to the various Control Measures.

Who is affected ?
 Staff.
 Students.

Control Measures :
 Good housekeeping procedures will be adopted at all times by Staff to
ensure a tidy floor surface in order to prevent injuries from slips, trips and
falls.
 Staff will check the plugs on electrical equipments to ensure they are safe to
use, are using the proper rated fuse and are in good condition.
 All Sockets in the Room will be fitted with socket covers.
 The sink in the Classrooms will be kept hygienically clean at all times.
 Staff will ensure that the Emergency Exit Doors are obstruction free at all
times both internally & externally.
 Staff will check that the lighting on the Exit Door signs are in working order.
 Staff will check the Breakglass Units in the Classrooms on a regular basis to
ensure they remain undamaged and have not been interfered with.
 The results of such checks will be recorded in the School Fire Safety
Register.
 Staff will use the shelving provided in the Classrooms to keep the floor tidy
and will utilise good manual handling techniques in placing items on shelves
and removing same.
 Heavier items will be placed on the lower shelves and lighter materials
higher up.

Persons responsible to implement Control Measures.
 Board of Management.
 Principal.
 Staff.

When to implement.
 Immediate and on-going.
Date of Issue :
June 2012.
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5.

Staff Room.

Fig 7 View (1) of Staff Room

Fig 8 View (2) of Staff Room
Hazards.





Date of Issue :
June 2012.

Slips, Trips & Falls.
Sink.
Plugs, Sockets & Distribution Boards.
Fridge / Freezer.
Hot Water Boiler.
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Risk Assessment :
Low provided due care and attention is paid to the various Control Measures.

Who is affected ?
 Staff.

Control Measures :
 Good housekeeping procedures will be adopted at all times by Staff to
ensure a tidy floor surface in order to prevent injuries from slips, trips and
falls.
 Staff will check the plugs on electrical equipments to ensure they are safe to
use, are using the proper rated fuse and are in good condition. Staff will
ensure that distribution boards are not overloaded and are not the cause of
slips, trips and falls.
 The sink in the Room will be kept hygienically clean at all times.
 Rubbish will not be allowed to accumulate but will be removed on a regular
basis.
 Unused food will not be allowed to accumulate or to contaminate surfaces in
the Staff Room but should be removed to the appropriate rubbish bin
without delay.
 All surfaces will be kept hygienically clean and tidy, and, be regularly
washed.
 In the interests of good hygiene, perishable goods will not be stored in the
fridge beyond their “Sell By” date.
 It is suggested that the fridge be de-frosted and hygienically cleaned on a
regular basis.
 Staff will exercise great care with the hot water boiler to ensure they do not
get scalds or burns from the water.
 Staff will ensure the Hot Water Boiler is switched off immediately after use.
 Any spillages from the Boiler will be cleared up without delay in order to
prevent slips, trips & falls.

Persons responsible to implement Control Measures.
 Staff.
When to implement.
 Immediate and on-going.
Date of Issue :
June 2012.
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6.

Staff Prep Room.

Fig 9 View (1) of Staff Prep Room

Fig 10 View (2) of Staff Prep Room
Hazards.
 Computers & Ancillary Equipment.
 Ergonomic Chairs.
 Slips, Trips & Falls.
Date of Issue :
June 2012.

Ref. No.

Prepared by :
Q-West Consultants

Approved by :
Chairperson, Board of Management

Revision No

49

Created by Q-West Consultants.
Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.







Photocopier.
Laminator.
Guillotine.
Emergency Exit Door.
Manual Handling – Shelving.

Risk Assessment :
Medium but can be reduced provided due care and attention is paid to the various
Control Measures.

Who is affected ?
 Staff.
 Students.

Control Measures :
 The Prep Room will be set up as ergonomic compliant workstations. The
computers are too close together for comfortable, easy and safe work
conditions.
 The School will provide additional ergonomic chairs for use at the
workstations.
 An ergonomic assessment will be carried out on the workstations in order to
prevent possible eye strain, back, neck and repetitive wrist injuries.
 Staff will ensure that all electrical appliances are switched off completely
before locking up.
 Electrical wiring will be kept tidy, particularly with Computer equipment.
 Great care will be taken to ensure that plugs and sockets are not overloaded.
 Regular checks will be carried out on all electrical cabling and flexes to
ensure any damaged plugs, sockets, flexes are in good condition. Replace /
repair all frayed or damaged items.
 Good housekeeping procedures will be adopted at all times by Staff to
ensure a tidy floor surface in order to prevent injuries from slips, trips and
falls.
 When working on the photocopier e.g. removing blockages, always switch
off the machine before opening and removing paper.
 Never operate the photocopier with top cover in open position.
 When inks / toners are being changed in Printer and Photocopier, care will
be taken to handle and dispose of old cartridges safely.

Date of Issue :
June 2012.
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 Dangerous chemicals and inks are used in photocopiers and printers, so great
care will be utilised in changing toners etc… Manufacturers’ Instructions
will be followed.
 Staff using the Laminator will give adequate time for the laminated material
to cool down before handling the completed work in order to prevent
possible burns.
 Staff using the shredders will be careful not to catch fingers in blades or to
get loose clothing entangled.
 Where shredder gets stuck or clogged with material, the machine will be
switched off before attempting to clear.
 Staff using the guillotine will ensure their fingers are placed away from the
descending blade and that the protective side is in place.
 Staff will ensure the Emergency Exit Door in the Room remains obstruction
free at all times both internally & externally.
 Staff will utilise good manual handling techniques at all times in accessing
and removing materials from the shelving and similarly in placing materials
onto the shelving. Heavier materials / items will be placed on the lower
shelves and lighter materials higher up.

Persons responsible to implement Control Measures.
 Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
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7.

Gymnasium.

Fig 11 View (1) of Gym

Fig 12 View (2) of Gym
Hazards.
 Slips, Trips & Falls.
 Plugs & Sockets.
Date of Issue :
June 2012.
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 Exercise Equipment ( Magnetic Bike, Smart Bike, Cross Trainer Resistance
Bike, Walker )
 Emergency Exit Doors.
 Breakglass Unit.
 Sink - hygiene.
 Gym Mats.
 Manual Handling of Loads.

Risk Assessment.
The Risk assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.

Control Measures.
 Good Housekeeping Procedures will be adopted at all times in order to prevent
slips, trips & falls.
 Plugs & Sockets will be checked on a regular basis for damage or faults.
 All repairs / replacements to damaged / faulty plugs & sockets will be carried
out without delay by a competent person.
 Instructions in the safe use of the Exercise Equipments will be formulated and
posted close to each specific piece of equipment.
 All exercise equipments will be used with care adhering to the Instructions
posted close to the equipments. All Staff will be instructed in the safe use of
the equipments before they are permitted to exercise Students.
 Safety Requirements for Crosstrainer.


Use of the Crosstrainer by Students must be authorised by
Physiotherapist or other Authorised Person.
 Staff supervision of one is required at all times when the Crosstrainer
is in use.
 Programme settings and any adjustments to the Programme, including
changes in speed / resistance to be performed by Staff Member only.
 The Emergency Exit Doors will remain obstruction free at all times both
internally & externally.

Date of Issue :
June 2012.

Ref. No.

Prepared by :
Q-West Consultants

Approved by :
Chairperson, Board of Management

Revision No

53

Created by Q-West Consultants.
Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.

 Staff will check the Breakglass Unit in the Gym on a regular basis to ensure it
has not been damaged or interfered with. Results will be recorded in the
School Fire Safety Register located in the Admin Office.
 The sink in the Gym will be maintained in a clean hygienic condition at all
times.
 The Gym Mats will be hygienically cleaned before use or immediately after
use to prevent the possible spread of infection.
 Staff will utilise good manual handling techniques at all times in moving the
Gym Mats and furniture in the Gym..

Persons responsible to implement Control Measures.
 Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
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8.

Sensory Room / De-escalation Room.

Fig 13 General View of Sensory / De-escalation Room
Hazards.









Slips, Trips & Falls.
Gym Mats.
Manual Handling of Loads.
Wall Sockets.
Emergency Exit Door.
Breakglass Unit.
Shelving.
Observation.

Risk Assessment.
The Risk assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.

Date of Issue :
June 2012.
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Control Measures.
 Good Housekeeping Procedures will be adopted at all times in order to prevent
slips, trips & falls.
 The Gym Mats will be maintained in a clean hygienic condition at all times
including the area beneath the mats themselves.
 Staff moving the Gym Mats will utilise good manual handling techniques at
all times.
 The wall sockets will be fitted with protective cover when not in use and the
socket(s) will be switched off at all times.
 Staff will ensure the Emergency Exit Door remains obstruction free at all
times both internally & externally.
 Staff will check the Break-glass Unit in the Room to ensure it remains
undamaged and has not been interfered with.
 The shelving inside the entrance door will be used to store items when not in
use. Heavier items will be stored lower down and lighter items higher up.
 When the Room is being used as the De-escalation Room, Staff will ensure
they are in a position to observe the Student at all times including the area
inside the door to the left where the shelving is located. If this is not possible,
this blind area should be closed off for the duration of the calming procedure.

Persons responsible to implement Control Measures.
 Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
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9.

Senior Classroom ( including Workstations, Barry’s Room / Conor’s
Room, Lunch Prep Kitchen, Office & Chill-out Room )

Fig 14 View of Workstation Area ( 1 of 2 )

Fig 15 View (1) of Lunch Prep Area

Date of Issue :
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Fig 16 View (2) of Lunch Prep Area
Hazards.












Slips, Trips & Falls.
Emergency Exit Doors.
Breakglass Units.
Plugs & Sockets.
Fridge in Lunch Prep Area.
Sink – hygiene.
Spillages.
Rubbish.
Photocopier in Chill-out Room.
Filing Cabinets.
Supervision by Staff.

Risk Assessment.
The Risk Assessment is medium but can be reduced provided due care and attention is
paid to Good Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.
Date of Issue :
June 2012.
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Control Measures.
 Good Housekeeping Procedures will be adopted at all times in order to prevent
slips, trips & falls.
 All cabling in the Senior Classroom will be routed away from the main traffic
flow areas.
 Staff will check all plugs, sockets and electrical cabling / flexes on a regular
basis to ensure they are not frayed, cut or damaged in any way.
 Any faults or damages noted will be repaired / replaced by a competent person
only.
 Staff will ensure that the Emergency Exit Doors in this area remain clear of
obstructions at all times both internally & externally.
 Staff will check on a regular basis that the lights on the Emergency Exit Doors
are in good working order.
 Staff will check all the Breakglass Units in this Area to ensure they remain
undamaged and have not been interfered with.
 All wall sockets in this Area will be fitted with protective covers when not in
use and the socket switch will be in the “off” position.
 In the interests of good hygiene, perishable goods will not be stored in the
fridge beyond their “Sell By” date.
 It is suggested that the fridge be de-frosted and hygienically cleaned on a
regular basis.
 The sink will be kept in a clean hygienic condition at all times.
 Rubbish will not be allowed to accumulate but will be removed on a regular
basis.
 Unused food will not be allowed to accumulate or to contaminate surfaces in
the Lunch Prep Area but should be removed to the appropriate rubbish bin
without delay.
 All surfaces and sinks will be kept hygienically clean and tidy, and, be
regularly washed.
 The floor in the Lunch Prep Area will be cleared of any spillages without
delay.
 When working on the photocopier e.g. removing blockages, always switch
off the machine before opening and removing paper.
 Never operate the photocopier with top cover in open position.
 When inks / toners are being changed in Printer and Photocopier, care will be
taken to handle and dispose of old cartridges safely.
 Dangerous chemicals and inks are used in photocopiers and printers, so great
care will be utilised in changing toners etc… Manufacturers’ Instructions will
be followed.
 Filing Cabinets will be of the non-tilt type only and folders will be loaded
from the bottom drawer up in order to facilitate balance.
 When not in use the drawers in the Filing Cabinet will be closed in order to
prevent trips and falls.
Date of Issue :
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 Staff will ensure that all Students in each of the rooms in the Senior Classroom
are supervised at all times.

Persons responsible to implement Control Measures.
 Staff.

When to implement.
 Immediate and on-going.
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10.

Daily Living Skills Rooms.

Fig 17 View (1) of Living Skills Room

Fig 18 View (2) of Living Skills Room
Hazards.





Date of Issue :
June 2012.

Slips, Trips & Falls.
Buckets & Mops – hygiene.
Manual Handling of Loads – Equipment, Wet Clothes etc....
Washing Machines / Dryers.
Supervision.
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Risk Assessment.
The Risk Assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.

Control Measures.
 Good Housekeeping Procedures will be adopted at all times in order to prevent
slips, trips & falls.
 Water will not be allowed to stagnate in the Cleaning Buckets but will be
emptied immediately after use.
 The Mops used for floor cleaning will be stored in an upright position, head
first, to allow it to dry properly and in a hygienic manner.
 Staff and Cleaning Staff will utilise good manual handling techniques at all
times when moving cleaning items such as wheeled buckets, un-wheeled
buckets, vacuum cleaners etc... in order to prevent possible back injuries.
 Staff and Students will ensure that the moving of wet clothes from the
Washing Machine to Dryer do not cause back injuries due to extra weight. The
loads will be moved in small packets.
 Spillages due to the opening / closing of washing machine doors will be
cleared up without delay in order to prevent slips, trips & falls.
 Staff will check behind the washing machine & dryer for discarded clothing or
accumulation of fluff and will remove same on a regular basis in order to
prevent possible outbreak of fire.
 Students under instruction will be supervised by Staff at all times.

Persons responsible to implement Control Measures.
 Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
June 2012.
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11.

All Toilets & Shower Room.
Hazards :
 Wet and untidy floors can cause personal injuries through slips, trips and
falls.
 Sinks, showers and toilets that are not properly cleaned can cause hygienic
problems.

Risk Assessment.
The Risk assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.

Control Measures.
 A proper housekeeping procedure will be established :
For example:



Check for toilet paper and replace if necessary.
Check bins and empty if necessary.

 The floors will be kept clean and tidy and swept at regular intervals or when
immediately required.
 When floors are being washed, warning signs will be displayed e.g.
“Caution Wet Floor”.
 All chemicals, such as bleach, will be kept in the original container, and,
when being used, suitable gloves will be provided and used by Staff.
 In the interests of hygiene, hand towels will be provided.
 Toilets will be cleaned on a regular basis.
 Water spilled on floor will be dried up without delay.
 Disposable items will be removed on regular basis.
 Blocked toilets should be cleared immediately.
 Broken seats should be replaced immediately.
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Persons responsible to implement Control Measures.
 Staff.
 Cleaning Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
June 2012.
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12.

Kitchen & Washing up Area.

Fig. 19 General View (1) of Kitchen Area

Fig. 20

General View (2) of Kitchen Area

It is understood that the Kitchen is only used to instruct Students in cookery
training and on occasions is used by Staff for personal use. Nevertheless, there are
hazards associated in using the Kitchen for whatever purposes.
Hazards.
 General Housekeeping is required to avoid injuries from slips, trips and falls.
 Electrical Appliances.
Date of Issue :
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Handling of hot equipment and food.
Use of knives for food preparation.
Personal Hygiene.
Handling of heavy loads.
Dermatitis can result from unprotected use of cleaning detergents and
materials.
Scalding can result from careless handling of tea / coffee making equipment.
Cuts and other injuries can result from broken glasses and / or bottles.
Storage of meats in fridges.
Rubbish Disposal.
Spillages of food and breakages.
Gas Cooker.
Extractor Fan.
Dishwasher.
Fire, Fire Extinguishers & Fire Blankets ( See Section 20 ).

Risk Assessment.
 All kitchens can be hazardous and because a number of different people use
the kitchen the risk of injury is medium.
 Due to the characteristics of the Students, food will get spilled or dropped.

Who is affected ?
 Staff.
 Students.
 Visitors.

Control Measures.
 HACCP type System will operate in the Kitchen and associated areas.
 Fire Blanket is available in the Kitchen at all times.
 All electrical appliances will be regularly checked and any faults immediately
rectified by a qualified person or appliances replaced.
 Good housekeeping procedures will be adopted at all times in these areas.
 No flammable materials will be allowed accumulate.
 High standards of personal hygiene will be enforced. Staff will wash their
hands on a regular basis :
o Before starting work,
o After using the toilet,
o After handling unhygienic items such as refuse,
Date of Issue :
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o After cleaning activities e.g. handling cleaning chemicals…
 Other personal hygiene measures :
o
o
o
o

Date of Issue :
June 2012.

Hair will be kept clean and tidy.
Protective Clothing will be clean.
The wearing of jewellery will be restricted.
Cuts, abrasions and sores will be covered with blue wash-proof dressing.

 Staff handling food will have clean hands, tidy hair, clean clothes and wear
suitable clothing.
 Unused food will not be allowed to accumulate or to contaminate surfaces in
the Kitchen or Wash up Area but should be removed to the appropriate
rubbish bin without delay.
 All surfaces and sinks will be kept hygienically clean and tidy, and, be
regularly washed.
 Knives or other sharp instruments will be used with care and where necessary
protective equipment will be provided and utilised.
 A First Aid Box / Burns Kit will be provided and the contents will reflect the
Recommended Contents as per HSA Guidelines.
 All issues from and replacements to the First Aid Box will be recorded in the
Accident Book.
 All accidents in the Kitchen Area will be recorded in Accident Book.
 Staff when handling food will wear suitable hygiene gloves.
 Proper manual handling procedures will be adopted when moving heavy
loads.
 Great care will be exercised in the storage of meats in the fridge. Where it is
unavoidable, cooked meat will always be placed above uncooked meats.
 Great care will be taken when handling hot food, hot equipment, hot surfaces
and boiling water.
 All spillages will be removed immediately from floors and table tops.
 When using detergents for cleaning, suitable gloves will be worn by Staff.
 When cleaning countertops Staff will use only clean, fresh and hygienic
materials.
 Care will be taken by all Staff when using tea / coffee equipment and toaster.
 Great care will be taken by all Staff when handling electrical equipment, to
ensure that hands are dry and plugs and sockets are not overloaded.
 Electrical appliances such as radios should not be located close to water
sources.
 All rubbish / discarded foodstuffs to be removed from Kitchen on a daily
basis.
 Dishwasher Chemicals such as degreaser and detergent will be handled with
great care and PPE will be used.
 Material Safety Data Sheets will be acquired from the Manufacturers /
Suppliers and will be readily available to Staff who use the chemicals.
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 All such chemicals will be stored away carefully, will be kept in their original
containers, will be adequately labelled and will be kept securely closed.
 Staff will fully acquaint themselves with the Instructions for the use of the Gas
Cooker posted in the Kitchen.
 Matches will not be used to light the Gas burner – only the supplied gas lighter
will be used.
 Staff will ensure the Gas Mains Tap ( Yellow Handle ) is in the horizontal
position ( OFF ) at all times except when the Cooker is being used.
 In addition Staff will be aware of the external Shut-off Handle outside the
premises.
 Where repairs or service work is required on any electrical or gas operated
equipment, only competent persons will carry out the necessary work.
 Staff will check the Extractor Fan on a regular basis and clean / change the
filter as per Manufacturer’s Instructions.

Persons responsible to implement Control Measures.
 Staff.
When to implement.
 Immediate and on-going.

Date of Issue :
June 2012.

Ref. No.

Prepared by :
Q-West Consultants

Approved by :
Chairperson, Board of Management

Revision No

68

Created by Q-West Consultants.
Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.

13.

External Play Area.

Fig. 21

General View (1) of Play Area

Fig. 22

General View (2) of Play Area

Hazards.







Date of Issue :
June 2012.

Slips, Trips & Falls.
Broken Play Equipment.
Supervision.
Debris from nearby trees.
Access.
Perimeter Wire Fence.
Gym Mats – manual handling.
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Risk Assessment.
The Risk Assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.

Control Measures.
 The Play Area will be kept clear of obstructions which could lead to slips,
trips and falls to Staff & Students.
 Staff will check the play equipment for breakages or damage on a regular
basis to prevent accidents to Students during play time.
 Staff will comply with the School Supervision Policy and will supervise the
Students at all times during play time.
 Prior to permitting Students to enter this Play Area, Staff will check for and
remove any debris which might have landed in the Play Area from the nearby
trees.
 Access to the Play Area will be strictly controlled and only authorised persons
will be permitted.
 Staff will check the Perimeter Wire Fence to ensure there are no protruding
wires which could cause injuries to Students or Staff.
 In moving the Gym Mats Staff will utilise good manual handling techniques at
all times.

Persons responsible to implement Control Measures.
 Board of Management.
 Staff.
When to implement.

 Immediate and on-going.

Date of Issue :
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14.

External Storage Container.

Fig 22 Internal View (1) of Container

Fig 23 Internal View (2) of Container
Hazards.





Date of Issue :
June 2012.

Slips, Trips & Falls.
Manual Handling of Loads.
Access.
Use of Stepladder.
Play Area Equipments.
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Risk Assessment.
The Risk Assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.

Control Measures.
 Good housekeeping procedures will be adopted in the Container.
 The Container should be cleared of any un-wanted equipment / materials.
 Staff placing or removing materials / equipments to and from the Container
will utilise good manual handling techniques at all times in order to prevent
possible back injuries.
 Access to the Container will be strictly controlled and be restricted to Staff on
the basis of need.
 When Staff are removing Play Areas Equipments from the Container for use in
the Play Area itself, Staff will check for damage, breakages or sharp edges in
order to prevent possible injuries to Students.
 In using the Stepladder, Staff will first check to ensure it is safe to use.
 Staff will ensure the legs of the ladder are fully extended and locked.
 The stepladder will be placed on a solid even surface when in use.
 Staff will not lean sideways from the ladder when in use.

Persons responsible to implement Control Measures.
 Staff.
When to implement.

 Immediate and on-going.

Date of Issue :
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15.

School Environs.

Fig 24 View of external section of School

Fig 25 View of Bin & Gas Tank Area
Hazards.




Date of Issue :
June 2012.

Slips, Trips & Falls.
Shores.
Central Heating Gas Tank.
Rubbish Bins.
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Risk Assessment.
The Risk Assessment is low provided due care and attention is paid to Good
Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.

Control Measures.
 The environs of the School on all sides will be kept obstruction free at all
times to permit easy & safe access.
 The shores around the premises will be cleared of obstructions to ensure
excess water can flow away without causing flooding and during icy weather
does not result in icing leading to slips and falls.
 The Central Heating Gas Tank will be secured at all times in order to prevent
unauthorised access.
 Staff will check for leakages / spills at regular intervals.
 Staff will ensure the rubbish bins are securely closed at all times in order to
prevent scavenging by birds, cats and dogs.
 Any breakages or spillages around the area of the bins will be cleared up
without delay.
Persons responsible to implement Control Measures.
 Staff.
When to implement.

 Immediate and on-going.
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16.

Manual Handling of Loads.
Reference Safety, Health & Welfare at Work ( General Application ) Regulations
2007 – Manual Handling of Loads.

Hazards :
The use of vacuum cleaners, buffers, brushes, carrying of buckets, moving of
furniture, the lifting of Students etc… involves “lifting, putting down, pushing,
pulling, carrying or moving a load” which could result in :
 Back Injuries.
 Upper limb disorders.
 Injuries to feet and hands.

Risk Assessment :
 High.

Who is affected ?
 Staff.
 Students.

Control Measures :
 Staff of ÁBALTA Special School will ensure that all the wheels on all
equipments are free from blockages before usage.
 Before commencing work, Staff will remove all obstacles to their activities
to allow them free and easy access to the work area.
 Eliminate or reduce, so far as is reasonably practicable, the need for manual
handling.
 Training in good manual handling techniques where it is not possible to
eliminate the need.
 Staff will apply the Principles of Good Lifting Techniques in their work
activities. This includes the lifting of Students, changing of nappies / soiled
underwear ( if applicable ) and outdoor activities.
 All Staff will wear suitable and sensible footwear while at work.
 Pregnant Staff will ensure they do not carry out any manual handling
activities likely to endanger themselves, their child or their Student.
Date of Issue :
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 The moving of furniture, School equipments and office equipment for the
purpose of cleaning will be avoided so far as is reasonably practicable.
Where it must be moved great care will be taken to avoid injuries and will
only be carried out with the assistance of another Staff member using good
manual handling techniques.
 Staff will place heavier equipments, materials or other items on lower
shelving and lighter items higher up. In all cases good manual handling
techniques will be adhered to.
 So far as is reasonably practicable, two Staff Members will be involved in
lifting / moving Students where the need arises.
 Staff will utilise any mechanical handling equipment / machinery as the first
resort in the handling / moving of Students where the need arises.

Persons responsible to implement Control Measures.
 All Staff.
When to implement.
 Immediate and on-going.
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These Guidelines are for adult “Males” ( fit and healthy ) in the best working conditions.
For adult “Females” all weights should be reduced by one third.

Date of Issue :
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PRINCIPLES
OF
GOOD MANUAL HANDLING TECHNIQUES.

1.

Assess the TASK, AREA and LOAD.

2.

BEND the Knees.

3.

Adopt a BROAD, STABLE and FIRM base.

4.

Keep your BACK STRAIGHT.

5.

Take a FIRM PALMER GRIP.

6.

Keep your ARMS IN LINE WITH TRUNK.

7.

Keep the WEIGHT CLOSE TO YOUR SCHOOL OF GRAVITY.

8.

TURN YOUR FEET IN THE DIRECTION OF MOVEMENT.

Date of Issue :
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17.

General Housekeeping.
Hazards :






Slips, trips and falls.
Storing of cleaning equipment and materials.
Electrical cabling, including extension leads.
Signs.
Cleaning at heights.

Risk Assessment :
 Low.

Who is affected ?
 Staff.
 Students.
 Parents / Guardians.

Control Measures :

Date of Issue :
June 2012.

 Good housekeeping procedures will be adopted at all times by all Staff.
 The floor area will be kept free from obstructions and / or items likely to
cause slips, trips or falls.
 Staff will ensure that their work equipment and associated cables & leads do
not present a tripping hazard to others who may be in the vicinity.
 All cabling, leads, flexes will be kept out of the reach of the Students.
 Staff will ensure that all work equipment and associated cables & leads are
stored away in their relevant storage areas after they have finished work.
 The bucket and mops will be emptied, cleaned and stored away in their
relevant storage areas after work.
 Before commencing cleaning activities, appropriate warning signs will be
erected in the area to alert other workers. These will be removed after the
work has finished and the floors are dry ( if washing floors forms part of the
activity ).
 Where the work involves cleaning windows, shelving, tops of cabinets etc…
a suitable step ladder / foot stool will be provided and used. Staff will not
use chairs or other items to stand on.
 In using the step ladder a check will be carried out by ÁBALTA Special
School to ensure the ladder is in good condition and safe to use.
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 Staff, in using the ladder will ensure it is on a firm base.
 Staff will not lean sideways from the ladder, an action which is likely to shift
the ladder and result in a fall and possible injury.
 In using stepladders, Staff will always ensure that there is a proper hand hold
and they maintain a good firm grip and balance.
 Staff will ensure that both legs of the ladders are extended to the full when
using the ladders.

Persons responsible to implement Control Measures.
 All Staff.
When to implement.
 Immediate and on-going.

Date of Issue :
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18.

Work Premises & Equipments.
Hazards :







Premises.
Rodent infestation.
Electrical equipment such as Vacuum Cleaners, Buffers ( Polishers ).
Plugs & Sockets.
Electrical shock, burns or electrocution.
Toxicity.

Risk Assessment :
 Medium.

Who is affected ?
 Staff.
 Students.

Control Measures :
 The School premises will be of sound, stable structure.
 Adequate space will be provided to cater for the numbers of Students and
staff using the premises. The required space is :








Date of Issue :
June 2012.

0 – 1 year…….3.70sq.m
1 – 2 years……2.80sq.m
2 – 6 years……2.32sq.m per Student.
The School premises will be adequately ventilated, with sufficient lighting
and a suitable heat temperature ( min 17.5*C )
The premises being used by the School will be maintained in a clean and
hygienic condition at all times, free from infestation of any kind.
There is a concern among Staff regarding rats and the possibility of Weil’s
Disease. The School will continue it’s contract with the Pest Control
Company. Any Staff Member who notices any “droppings” around the
School will report the matter to the Principal.
Fixtures, premises and fittings will be kept in a good state of repair.
The furniture, work & play surfaces will be kept clean, suitable, non-toxic
and retained in a good state of repair.
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 Before using the electrical equipment, Staff will check the equipment for
damage or faults.
 Staff will check the plugs on the equipment for breaks or cracks.
 They will check the cables for cuts, wear and possible exposure of the
internal flex.
 Any damaged or faulty equipment will removed from the workplace for
replacement or repair. Such equipment will not be used until it is repaired or
replaced. Any such damage or faults will be reported to Management
without delay.
 Repairs to such equipment will be carried out by a competent person only.
 Wall sockets will be checked by Staff for damage before usage. Damaged
wall sockets will not be used by Staff. They will source an undamaged wall
socket as an alternative. Damaged wall sockets will be reported to the
responsible person in the premises where ÁBALTA Special School is
providing the service.
 Staff will not handle electrical equipment with wet hands and will avoid
areas where water has been spilled on the floor or has been flooded. Hands
will be dried thoroughly before use and wet areas will be dried up
thoroughly before attempting to commence activities.
 Staff will not attempt to clear blockages to electrical equipments without
first switching off the equipment and rendering it safe.
 All equipments and materials used by the Students in the course of their time
in the School will be certified as being toxin free and suitable for use by
Students in school services.
 All such equipment and all corners / edges to equipment, shelving,
containers etc… will be smooth and unlikely to cause cuts, bruises or other
such injuries to the Students.

Persons responsible to implement Control Measures.
 Board of Management.
 Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
June 2012.
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19.

Use of Chemicals ( i.e. Cleaning Liquids ).
Hazards :






Burns.
Inhalation.
Dermatitis.
Ingestion.
Eye splashes.

Risk Assessment :
 Low.

Who is affected ?
 Staff.

Control Measures :
 ÁBALTA Special School will acquire Material Safety Data Sheets ( MSDS
), if appropriate, for the cleaning chemicals which are used in the activities.
 Staff will be informed of the hazards associated with the particular cleaning
liquids in use.
 Personal Protective Equipment ( PPE ) will be acquired and issued to Staff
by ÁBALTA Special School, and, will be used by all Staff. This PPE may
include gloves and eye protection.
 Staff will ensure there is adequate ventilation in the areas where cleaning
liquids such as Domestos and Harpic are being used.
 All chemicals in use will be stored in their original containers and will be
stored with the caps tightly secured.
 First Aid Box / Kit will be available to Staff in the event of an accident, with
contents as per HSA Guidelines outlined in the Safety Statement.
Persons responsible to implement Control Measures.
 Staff.
When to implement.
 Immediate and on-going.
Date of Issue :
June 2012.
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20.

Fire.
Hazards.











Emergency Exit Doors & Signs.
Emergency Lighting.
Smoke inhalation.
Fire Extinguishers.
Breakglass Units in all locations.
Panic resulting in injuries.
Materials.
Radiators / heaters.
Emergency Evacuation Plan & Drills.
Fire Alarm System.

Risk Assessment.
Low.

Who is affected ?
 Staff.
 Students.

Control Measures.

Date of Issue :
June 2012.

 Emergency Exit Doors will be kept obstruction free at all times both
internally and externally.
 Staff will check on a regular basis that the lights on the Emergency Exit
Doors are working properly.
 Staff will check on a regular basis that the Emergency Lighting System in
the School is working properly.
 Suitable Fire Extinguishers have been provided in the premises. All Fire
Extinguishers will be checked on a regular basis by Management and the
results will be recorded in the School Fire Safety Register.
 All Fire Extinguishers will be inspected and certified on an annual basis. The
results of the Annual Inspection and Certification will be recorded in the
School Fire Safety Register.
 Staff in the School will be provided with practical experience in the use of
fire extinguishers, by the Suppliers or other Agency.
 Regular checks will be carried out by Staff on the condition of all Fire
Extinguishers to ensure they have not been interfered with and are in good
Ref. No.
Prepared by :
Approved by :
Revision No
84
Chairperson, Board of Management
Q-West Consultants

Created by Q-West Consultants.
Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.








condition e.g. the needle on the dial remains in the “green” section of the
dial.
All Break-glass Units in the premises will be inspected on a regular basis for
damage. Results will be recorded in the School Fire Safety Register.
Combustible materials, such as paper, cardboard etc... will not be allowed to
accumulate.
Fire / Emergency Evacuation Plan has been developed for the premises.
The Emergency Evacuation Plan will be rehearsed at least twice annually
and the results recorded in the School Fire Safety Register.
Students will partake in the Drills which may involve a games type scenario
in order to prevent panic among the Students in the event of a real
emergency.
Staff & Students will follow the Fire Drill outlined below :

FIRE DRILL
1.
2.
3.

Fire Alarm Siren activated.
Staff Member(s) will calmly take Students out of the Classrooms.
All Persons, Staff & Students, will exit the building through the
nearest designated Exit Door, closing windows and doors behind
them, if possible.
The Designated Person in Room _____ is _____________________

4.
5.

6.

All Persons, Staff & Students, will proceed to the Assembly Point in
the Grass Area to the front of the School.
The Designated Person will bring the relevant Roll Book ( Sheet ) to
the Assembly Point where a check & head count will be made on
each Student & Staff Member.
Students & Staff will remain in this location until the Drill is over or
until instructed to return when safe to do so.

 The School Fire Alarm System will be checked regularly and results recorded
in the School Fire Safety Register.

Date of Issue :
June 2012.
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The following specific Fire Evacuation Plan & Instructions will be followed by
Staff :

FIRE EVACUATION PLAN & INSTRUCTIONS
a.

If a Fire is discovered in the School Premises it is the duty
of the person discovering a fire to raise the Alarm…..
If the Fire Alarm is activated for any reason ( genuine or false ), a
Designated Person nearest to the Fire Alarm Control Panel, will check the
location of the Fire and ascertain whether it is genuine or false.
If it is a false alarm, this Designated Person will de-activate the
Alarm and inform the Principal & all Staff Members of the Incident.
If a Fire is discovered in a particular Classroom, the Student /
Students will be evacuated to a safe location immediately ( normally outside ).
However, it may be within the School depending on the severity of the fire
( possibly another room away from the fire location ).
The Person discovering the Fire having assessed the severity of the Fire,
may, after the area is evacuated, fight it by using the nearest suitable Fire
Extinguisher, if possible.
This Person will not put himself / herself in any danger in
addressing the Fire.
If it is not possible to fight the fire, the entire School Premises will be
evacuated as per Drill Instructions, informing the Principal or her Deputy.
The Fire Brigade will be called by the Designated Person or the
Principal.
In evacuating the School Premises, Staff Members will endeavour
to close all windows & doors in their particular vicinity.
Adjoining businesses will be informed of the outbreak of fire.
No Member of Staff or Student will re-enter the School Premises, for any
purpose, until a responsible person ( Fire Officer / Principal ) duly authorises it
is safe to do so.

b.

c.
d.

e.

f.
g.
h.
i.
j.
k.

Persons responsible to implement Control Measures.
 Principal.
 All Staff.

When to implement.
 Immediate and on-going.
Date of Issue :
June 2012.
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21.

General Safety Measures.
Hazards.









Hot water in Toilets.
Medicines.
Blood Spills.
Refuse.
Staff Members - Vetting.
Medical Emergency.
Personal Protective Equipment (PPE).
Electrical sockets.

Risk Assessment.
Low.

Who is affected ?
 Staff.
 Students.

Control Measures.
 Where older Students are permitted to wash their hands after using the toilet
or for cleaning their hands, the hot water provided will be thermostatically
controlled to ensure a safe temperature.
 Where medicines are provided for use by a Student during the period of
school hours, these medicines will be carefully stored in the Nurse’s Station
out of reach of the Students.
 Should a blood spill occur, it will be immediately cleaned up. Staff will use
suitable gloves e.g. latex, and will ensure that other Students do not become
contaminated with the spillage.
 The area of the spillage will be disinfected and Students will not be
permitted to use the immediate area until dry.
 Clothes or towels used in cleaning up the spillage will be carefully disposed
of or disinfected.
 Parents / Guardian of the Student will be informed of the incident.
 The Student will be re-assured and will be kept calm.
 All waste / rubbish will be stored hygienically and disposed of frequently
and hygienically and in a manner as not o cause a nuisance.
Date of Issue :
June 2012.
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 All new Staff Members wef 1st September 2006 will be vetted prior to
working with the Students in the School.
 Should a Medical Emergency arise the following procedure will be followed
by Staff :
o Call 999 from a landline or 112 from a mobile phone
requesting Emergency Service.
o Commence CPR, if necessary, and follow the relevant First Aid
Guidelines.
o Phone the Parents / Guardians or emergency Contact Person if
parents not available.
o Accompany the Student to Hospital taking the Student’s File.
Remain with the Student until the Parents arrive.
o Upon return to the School, fill in the Accident / Incident Book.
 Personal Protective Equipment ( PPE ) will be issued to Staff for use in the
School. Such issues will be recorded in the PPE Book. Replacements of
same will also be recorded.
 All electrical sockets which can be accessed by Students will be protected by
socket covers and these covers will be in place at all times.

Persons responsible to implement Control Measures.
 Principal.
 Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
June 2012.
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22.

School Outings.
Hazards.






Students wandering off.
Accidents at Outing locations.
Safety in Transport Vehicle.
Drowning in Swimming Pool.
Visits to Shops.

Risk Assessment.
The Risk Assessment is medium but can be reduced provided due care and attention is
paid to Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.

Control Measures.
 Students will always be accompanied by an adequate number of Staff to
ensure that no Students will wander off by themselves. Constant checking of
numbers will be carried out during the Outings.
 Staff accompanying Students on Outings will be constantly watching for
possible hazards in the various locations where the Students are brought.
 Staff Members accompanying Students on an Outing will ensure there is a
First Aid Box available at all times.
 All Students being transported in either the School Minibus or hired vehicles
will be secured in their seats by the seat belts provided.
 Staff will ensure that the Students remain in their seats, fully secured for the
duration of the trip.
 Where Students are brought to a Swimming Pool, they will only participate in
the activity if there is a Life-guard on duty or a Staff Member is a qualified
First Aider.
 In all Outings an adequate number of Staff Members will accompany the
Students and where possible.

Date of Issue :
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Persons responsible to implement Control Measures.
 Principal.
 Staff.

When to implement.
 Immediate and on-going.

Date of Issue :
June 2012.
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23.

Transport & Driving.

Fig 26 School Bus
Hazards.






Duty of Care.
Use of Vehicles.
Driving.
Speed.
Wearing of Seat belts.

Risk Assessment.
The risk assessment is medium but can be reduced provided due care and attention is
paid to Duty of Care, safety procedures and control measures.
Who is affected ?
 Students.
 Staff.

Control Measures.

Date of Issue :
June 2012.

 All Employees have a duty of care to themselves, their Employer, their
Customers / Clients to ensure health and safety in what they do and fail to do.
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Drivers of the School & hired Mini-Bus will abide by the Rules of the Road.
Due care and attention will be paid to other road users.
The legal and appropriate speed will be maintained by all Mini-Bus Drivers.
The Mini-Bus will be checked before departure to ensure lights are working,
brake and indicator lights are fully operational and that Road Tax and
Insurance discs are up to date and present. It is suggested that the Checklist
detailed on Page 91 below be used to check the School Bus and that records of
such checks be maintained.
All equipment loading onto service vehicles will be carried out as per issued
Instructions utilising good manual handling techniques.
All Users of the Mini-Bus will wear the seatbelts provided in the vehicle at all
times.
The Driver will not pull away from a collection point until all passengers are
seated and belted.
Staff Members from ÁBALTA Special School will accompany the Mini-bus
at all times when carrying Students to ensure compliance with rules and to
assist the Students.
All Transport vehicles use by ÁBALTA Special School will contain a First
Aid Box and Fire Extinguisher.
The Driver of the Mini-bus will not leave the keys of the vehicle in the
ignition when unattended.
Engines will be switched off and keys removed from the ignition when the
Driver is required to leave the vehicle for any reason.
Mobile phone will not be used by the Driver of the vehicle when in transit
except when a hands-free kit has been installed.
The Drivers of the Mini-bus will not be under the influence of any intoxicants
while driving.
When collecting or dropping off Students, the Driver will do so by allowing
the Students & Staff to alight from the left hand side only ( or rear if
appropriate ). The alighting point will be away from passing traffic.

Persons responsible to implement Control Measures.
 Driver.
 Staff Member.
When to implement.
 Immediate and on-going.

Date of Issue :
June 2012.
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24.

Challenging Behaviour
Policy and Procedures.
Commitment.
Management is fully committed to the implementation of this policy with regard to
the health and well being of its entire staff and volunteers.
ÁBALTA Special School is committed to promoting a work environment where all
Staff, Students and Volunteers are free from violence at work.
Staff who are potentially exposed to dealings with Students with an aggressive
behaviour pattern will have their work activities and work environment subject to a
risk assessment by Management.
Staff are reminded that all incidents of aggression, threats or actual violence must be
reported without delay to Management.
Records will be maintained of the actions taken to minimise and control the risk of
violence and aggression.

Purpose of Policy.
This policy is aimed at promoting a work environment free from violence at work in
ÁBALTA Special School and to establish the way in which the School Authorities
deal with aggressive behaviour. The policy also provides a procedural framework for
dealing with complaints of such behaviour at work, if they arise.
Scope.
The scope of this policy is to include the Board of Management, all Staff, Students
and Volunteers who work in ÁBALTA Special School.
Definition.
Violence at Work is defined by the HSA as “any incident in which an Employee is
abused, threatened or assaulted by a member of the public or others in
circumstances arising out of the course of his or her employment”.
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Violence can be :
 Verbal Abuse from a Student, relative or friend of the Student or a threatening
attitude.
 Threat of Assault particularly with a weapon or threatening behaviour.
 Actual Assault which can result in physical injury or sexual assault.
 Racial and Sexual Harassment.

Effects of Violence.
Violence or Aggression at Work can have both immediate and long term effects
which could have Psychological or Physical results.
Psychological effects could result in the victims losing “self confidence”. This, if not
adequately treated may further develop into behavioural problems of anxiety or
depression.
Physical effects could result in injuries requiring treatment including surgery. Serious
injuries could also lead to long term disability.
Who is at risk ?
Staff who deal directly with the public may face aggressive or violent behaviour, they
may be sworn at, threatened or even attacked. Some of the areas where Staff of
ÁBALTA Special School may encounter such behaviour are :





Working alone.
Exercising authority.
Working with people who are emotionally unstable.
Students’ Outings.

Hazard Identification.
The following Hazards have been identified throughout the various activities which
ÁBALTA Special School operate :
 Threats of violence towards Staff from Students, their Parents / Guardians or
other Staff Members / Volunteers.
 Violent attacks on Staff by a Student or Visitor to the School.
 Violent attacks / sexual assaults or threats of same between Students within
the School.
 A Sexual Assault on a member of Staff by a Student.
 Self inflicted injuries / suicide attempts among Students.
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Who is affected ?
 Students.
 Staff.
 Members of the Public.

Control Measures.
 The School will ascertain from Referral Agencies and Parents / Guardians
when new Students are being enrolled whether there is a tendency / pattern /
history towards aggressive behaviour with the Student and in what
circumstances. Resources may need to be acquired from the Department of
Education & Science before admission.
 Staff members involved with such Students will be informed of the situation.
 Where considered necessary, relevant training will be given to the Staff
Members
 All incidents of aggressive behaviour encountered, experienced or observed
will be reported without delay to the Principal together with a Written Report.
 A behaviour plan will be drawn up where necessary.

Management of Bites.
Human and non-human bites are common among Students. Most bites are not serious.
The following procedure will be followed in the event of a bite :
 Look at the area of the bite to ascertain if the skin has been broken.
 If the skin is not broken, re-assure the Student / Staff Member and wash the
area of the bite with soap and water.
 If the skin is broken, the wound should be cleaned with an antiseptic such as
betadine and should be covered with a band-aid.
 If there is anything more than a superficial abrasion, the Student / Staff
Member should be referred to the local Casualty Department or GP for further
treatment.
 If the biting Student is known to be Hepatitis B infected ( Carrier ) the bitten
person should be immediately referred to their GP.
 In all cases, the Parents / Guardians of the relevant Student will be informed.
 A Report will be submitted to the Principal without undue delay.
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Persons responsible to implement Control Measures.
 Principal.
 Staff Member.

When to implement.
 Immediate and on-going.
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25.

Blood Spillage.
Policy & Procedure
It is the Policy of ÁBALTA Special School to respond to an incident involving a
blood spillage in a manner which will reduce or eliminate the possibility of infection
to others.
Spillage of blood in and around our facilities can occur for a number of reasons ;
 Nose bleed.
 Accident where Students, in particular, run into one another or run into
machinery.
 Fighting among Students.
 Cuts and abrasions.
 Slips, trips and falls.
The results of a blood spillage can be
 Hepatitis B.
 Other infection (s).

The following Instructions and Procedures will be adopted by all Staff of ABALTA
Special School in dealing with incidents involving blood spillage :
Emergency First Aid.
Emergency First Aid measures are the initial steps taken on the discovery of an injured
person.
Assess the Situation.
Ensure the area is free from hazards and danger before approaching. Do not put
yourself or others at risk.
If rendering assistance requires that you put yourself at risk, you must consider the
implications of injury to yourself and the potential further risk to the casualty if your
attempt at assistance should fail.
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Call the qualified Nurse or First Aider without delay.
It is always better to ensure that assistance is guaranteed by reporting the matter first
before jeopardising your own safety to the point where the casualty does not benefit
from your presence.
Assess the Injuries.
If it is safe to do so, approach the casualty and attempt to assess the level of injury.
This assessment is for obvious injuries such as unconsciousness, bleeding, head
injury, broken limbs, breathing difficulties etc….
If the bleeding is as a result of a serious injury, immediately call an Ambulance and
render first aid where appropriate.
Do not move the Injured Party where injuries involve back / neck injuries.
Identify the cause.
Identify how the blood spillage occurred.



Is it as a result of a simple nose bleed ?
Is it as a result of a slip, trip or fall ?
 Is it as a result of an accident ?
 Is it as a result of a fight ?
 Is the cause continuing ?
 Is the casualty still present ?
Assess the Area.



 Is the cause of the spillage still present ?
Can the casualty be moved safely to a more suitable location for
treatment ?
 Is there a Parent present ?
 Can the Parent be contacted ?
 Is there an older brother / sister present ?

Having carried out the above checks and assuming it is safe to address the blood
spillage the following action will be carried out by a responsible member of Staff :
1.
2.
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3.

4.
5.

6.
7.
8.

Use bucket and mop provided to wipe up the blood spillage. If you use
cleaning material such as a cloth carefully squeeze out the saturated
cloth into the bucket.
After clearing up the spillage, carefully dispose of the contents of the
bucket and / or the cloth used.
Ensure that all traces of the blood spillage have been removed and then
use suitable medical detergent / disinfectant such as dettol to wipe
clean the area of the spillage.
Keep the warning signs in situ until the area has dried out.
Carefully dispose of the gloves and mask as appropriate.
Record the incident in the Accident Book.

Management of Nose Bleeds.
Nosebleeds are very common in Students. Most stop within a few minutes. However,
some can be quite severe. The following procedure should be taken :
 Calm the Student by assuring him / her there is nothing to be worried about.
 Get the Student to lean forward ( just so the blood doesn’t run down the back
of his / her throat making them cough and splutter ).
 Apply pressure to the nose by placing the fingers at the side of the bleeding
nostril, with the thumb against the opposite cheek and compressing gently.
 Take the time to put on latex gloves before giving direct assistance ( N.B.
Please note that medical attention should not be withheld if gloves are not
available. There have been NO cases of casual transmission of HIV within
households or in school settings, and, while due care and caution is important
in handling potentially infectious fluids, fear of infection should never prevent
medical care being provided ).
 If the bleeding persists despite 10 – 15 minutes of pressure being applied in
this manner, the Student should be referred for medical treatment.
 Once the bleeding has stopped any area of contamination by blood should be
cleaned.
 Be aware that it is not unusual for Students to cough or vomit swallowed
blood after they have had a severe nosebleed.

Persons responsible to implement Control Measures.
 Staff Member.
When to implement.
 Immediate and on-going.
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26.

NEW & EXPECTANT MOTHERS
Health & Safety Issues - A Risk Assessment.

1.

What are the Hazards to New & Expectant Mothers ?
1.1 Hazards to expectant Mothers and their babies.
Pregnancy should not be equated to ill-health. In most cases, women work quite
safely until a matter of weeks before the birth of their babies. However, there may
be hazards in their places of work which could impinge on the safety and health of
the expectant mother and the unborn Student.
These need to be carefully scrutinised, assessed and properly managed to avoid
possible harm. Some of these hazards may only be identified by the involvement
of the expectant Mother’s GP, such as problems which could arise from working
late night shifts or extended hours of work. Physical work, such as manual
handling of loads, represents a particular hazard to pregnant women due to
hormonal changes and / or postural problems. Office work can affect pregnant
women also where extremes of heat and heat stress, concentration, tiredness etc…
may lead to possible injuries and accidents. There are also chemical agents and
biological agents to be taken into consideration in assessing the risks.
1.2 Hazards to new mothers and their babies.
Following the birth of the baby and on return to the workplace, women may
remain vulnerable to manual handling risks, particularly where the birth has been
by caesarean section delivery. For breast-feeding mothers, an awareness of
exposure to chemical hazards which could transfer through the mother’s milk
should be maintained. Exposure to lead for instance which could be traced into the
milk remains a special risk after birth.
1.3 Absence of hazards to pregnant and new mothers and their babies.
There is no evidence that pregnant or nursing mothers who work with display
screen units ( VDUs ) are exposed to harmful radiation.
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2.

Relevant Legislation.
2.1 There are many relevant legal requirements which apply to the protection of
pregnant and new mothers. The most significant are likely to be :











2.2

The Safety, Health & Welfare at Work Act 2005.
The Safety, Health & Welfare at Work ( General Application )
Regulations 2007 – Workplace Regulations.
The Maternity Protection Act 1994 & subsequent Order, Maternity
Protection Act 1994 ( Extension of Periods of Leave ) Order 2001.
Adoptive Leave Act 1995 and subsequent Order, The Adoptive Leave Act
( Extension of Periods of Leave ) Order 2001.
The Parental Leave Act 1998.
Safety, Health & Welfare at Work ( General Application ) Regulations
2007 – Part 6 Sensitive Risk Groups Chapter 2 Protection of Pregnant,
Post Natal & Breastfeeding Employees.
Safety, Health & Welfare at Work ( Chemical Agents ) Regulations 2001.
Safety, Health & Welfare at Work ( Biological Agents ) Regulations
1994.
Safety, Health & Welfare at Work ( Carcinogens ) Regulations 2001.
Safety, Health & Welfare at Work ( General Application ) Regulations
2007 - Control of Noise at Work.

Employers legal duties to pregnant Staff / Staff.
2.2.1

Who is pregnant ?
The Employer is only required to take action specifically to protect the
pregnant and / or breast-feeding mother when the Employee / Staff
Member has informed the Employer, as specified in The Maternity
Protection Act 1994. Furthermore, the Employer may request the
Employee / Staff Member to confirm, in writing, in the form of a
Certificate which specifies the expected delivery date.

2.2.2 Identifying the hazards.
Provided the Employee / Staff Member has notified the
Employer of their condition, the Employer is legally obliged to identify
the specific hazards which pose a potential risk to the expectant and /
or breast-feeding mother. In most Office environments this is restricted
to postural problems and to a lesser degree to manual handling of
loads.
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2.2.3

Removing / Reducing the Risks.
Risks to pregnant and new mothers which have been identified by the
risk assessment process should be eliminated or reduced to as low a
level as reasonably practicable by introducing Control Measures and
appropriate precautions.
Where risks can NOT be eliminated or reduced to a reasonable level,
suitable alternative work must be considered, without loss of terms and
conditions.
Where alternative work can NOT be sourced, the requirement is for
paid leave ( first three weeks paid for by the Employer ) until the risks
may be reduced and / or alternative employment may be found and / or
they cease to be in the condition of pregnant or new mothers (
Maternity Protection Act 1994 Section 18 ).

3.

ÁBALTA Special School Policy on the protection of expectant and
new mothers, and their babies.
3.1 Purpose of Policy.
To establish the manner in which ABALTA Special School safeguards the safety,
health & welfare of expectant and new mothers who are members of Staff.
3.2 Distribution of the Policy.
This Policy forms part of the Risk Assessment Programme included in the general
Safety Statement documentation which is available to all Staff Members.
3.3 Use of the Policy.
The Policy will be used to establish standards and procedures, and a commitment
by the School to ensuring safety and health in this specific area. It will be a
reference document for female Staff Members. The Policy will be reviewed, as
necessary, in light of possible changes in legislation and medical
recommendations.
3.4 All female Staff will be advised on joining the Staff of ABALTA Special School
that they are required to advise the School, in writing, should they become
pregnant, a new mother ( i.e. a woman who has given birth within the last six
months and who is breast-feeding ).
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3.5 The Policy applies to all female Staff who have advised the School, in
writing, of their condition.
3.6 On receipt of a formal notification of pregnancy, recent birth or breast-feeding,
Management will review the risk assessments relevant to that person’s work
activities.
3.7 For any risks to which the pregnant or new mother is potentially exposed and
which represents an additional risk because of the pregnancy, recent birth or
breast-feeding, every effort will be made to eliminate or reduce those risks, in so
far as is reasonably practicable. Particular attention will be made of any
representations made by that person’s GP.
3.8 Following action to eliminate or reduce the risks, they will be re-assessed. If the
risks remain significant, the pregnant or new mother will be re-assigned to other
work for which the risks are assessed as not significant.
3.9 If it is not possible to re-assign the Staff Member to low risk work, she will be
placed on paid Health & Safety Leave until either she ceases to be a pregnant or
new mother, or suitable alternative work may be found.
3.10

When Health & Safety Leave is being granted the Staff Member
concerned will be issued with the required certificate.

3.11 ÁBALTA Special School will provide and maintain a suitable, smoke-free
room or area where pregnant and nursing mothers may take their rest breaks in a
degree of privacy and calm.

4.

Managing the Risks.
4.1 Checklist for Risk Assessment.
The following items will be checked whenever a Staff Member submits a form
indicating that she is expecting a baby, has given birth within the last six months
and is breast-feeding :
 Check on the work programme for the woman concerned, identifying any
tasks which fall into the hazard category :
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Work on slippery or wet surfaces.
Work where the taking of rest breaks and / or distance to rest
room or toilets may be a problem.
Any other work which could pose a hazard to a pregnant or new
mother :







For each task or element of the work which engenders a hazard
of the type listed above, the work will be reviewed in order to
minimise the risks. If the risk may be eliminated altogether or
substantially reduced this will be documented and will
represent adequate control.
If the risk cannot be adapted, the Staff Member will be moved
to alternative work for the duration of the pregnancy and for
sufficient time after birth for the risk to be reduced to that for
all other Staff Members.
If re-assignment is not possible, paid leave will be granted.
The arrangements entered into will be documented.

4.2 Figure 1 is a list of typical risks relevant to pregnant women and / or new
mothers. Included are the Control Measures or precautions which will be taken (
note that this is not an exhaustive list as different work activities / projects may
engender different arrangements, hazards and risks ).
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Figure 1.
Risk to pregnant and new mothers – Control Measures.
Risk Element

Impact on Woman

Early-morning
work
Manual Handling
of Loads

Impacted with possible
early morning sickness
Less physical capability
and possibility of harm
when pregnant or
following birth
( especially after
caesarean section ).

Standing / Sitting
for long periods

Office Staff, Cleaning
Staff.
Backache and general
physical fatigue and
discomfort.
All female Staff.

Control Measures ( if not possible, reassign or provide paid leave.
Consider changing hours of work,
particularly during first three months.
 Re-organise work so that manual
handling is eliminated.
 Provide manual handling aids such
as trolley etc..
 Provide Manual Handling of Loads
Training Course.






Location of Work

Requirement to visit
Toilet more frequently



Overtime or
Evening Work

Fatigue





Temperature

Heat Stress



All female Staff.
Cleaning Staff.
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Provide good quality ergonomic
seating.
Ensure work-station is suitable.
Provide rest breaks.
Provide rest area to enable Staff
Member to sit or lie down
comfortably.
Re-locate work and / or provide
flexible work / rest arrangements to
facilitate needs.
Display understanding of and
tolerance to an inability to work
similar longer hours to nonpregnant colleagues.
If woman has medical certificate
stating that night work could affect
her health and safety, must offer
alternative, suitable daytime
employment on terms and
conditions no less favourable than
before.
Pregnant women are generally
more sensitive to variations in
temperatures / poor ventilation and
as a result may suffer from heat
stress.
Review heating arrangements.
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Slips, Trips & Falls

Less ability to adjust
posture and avoid falling
over with resultant
possible serious accident.




Review ventilation arrangements.
Provide fans, if necessary.



Review working arrangements for
cleaners and floor-cleaning
activities.
Adequate conspicuous warning
signs.
Adherence to Good Housekeeping
Procedures in ABALTA Special
School premises.
Strict adherence to ABALTA
Special School Policy &
Procedures on Stress and Violence.
Understanding of and tolerance to
greater sensitivity towards stress
and violence.
Reduce noise levels.
Provide rest area for privacy and
calm.




Stress / Violence

Noise

Bumps against
work tops
Possible kicks from
Students

May adversely affect
both the pregnancy and
the ability to produce
sufficient milk when
breast-feeding.



May affect movement of
baby and cause
discomfort to expectant
mother.
May cause injury to baby
May cause Staff Member
to slip, trip or fall.










Physical Agents in
workplace e.g.
Noise, Shocks,
Vibrations,
extremes of heat
and cold
Biological Agents

May adversely affect the
unborn baby and
expectant mother by
causing foetal lesions or
likely to disturb placental
attachment.
May endanger the health
of the Staff Member and
the unborn Student e.g.
Toxoplasmosis and
Rubella Virus.

Chemical Agents

May endanger the health
of Staff Member and
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Staff Member to identify possible
work top hazards.
Adequate space in aisles in Work
Areas.
Identify possible Students who may
kick & take precautions to avoid.
See Noise above.
See Temperature above.

Toxoplasmosis
Caused by eating undercooked meat from
infected animals ( 25% pork & 10% lamb
may contain it ).
Rubella Virus
Check that Staff Member has been
immunised. If not, medical advice to be
considered vital.


Check for Substances labelled R40,
R45, R61, R63 & R64.
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unborn child.



Cleaning Staff
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Check if Agents are listed in First
Schedule to Safety, Health &
Welfare at Work ( Carcinogens )
Regulations 2001.
Check use of Solvents, Cleaning
Agents, Glues, Resins, Paints and
provide adequate ventilation /
replace substances with less
hazardous ingredients.
Material Safety Data Sheets (
MSDS ) will be acquired from
Suppliers. These will be brought to
the attention of Staff Members.
Other materials of concern include
Carbon Monoxide, Pesticides.
Pregnant Staff Members or new
mothers will not be exposed to such
hazards.
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5.

Control Management.
5.1 Records.
It is important that records of Risk Assessments be maintained. These represent
the clearest evidence of the commitment of ÁBALTA Special School to
complying with it’s legal obligations to pregnant and nursing Staff Members.
The following documentation will be maintained :
5.1.1

Notification Form ( See Figure 2 ).
Used by Expectant and / or new mothers to advise Management of
their condition, thereby placing themselves in a special category
requiring specific risk assessment.

5.1.2

List of Expectant & New Mothers – Risk Assessments and Action
Taken ( See Figure 3 ).
The listing of notifications and their subsequent expiry, See Figure 3,
is a useful guide to where ÁBALTA Special School’s additional
responsibilities lie and where action may have been taken to carry out
additional risk assessments and to introduce additional control
measures where necessary.

5.1.3

Individual Assessments ( See Figure 4 ).
This Form acts as an aide memoire and a record of the control
measures which are adopted, if any.

5.1.4

Health & Safety Leave.
Copies of such leave should be maintained.
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Figure 2
Notification, in writing, of Pregnancy or recent birth or breast-feeding.

Name :

______________________________________________________

Department :

________________________________________________



This is to confirm that I am pregnant and expecting a baby on ____________
( approximately )



This is to confirm that I am a new mother, having given birth on __________
( this applies to new Staff Members who have given birth within the last six months )



This is to confirm that I am a new mother and am breast-feeding my baby.



Please note that I formerly advised that I was breast-feeding my baby – this is no
longer applicable.

Please tick applicable line(s).

Signed :

______________________________
(
)

Date : _____________

This Form is to be completed for health & safety reasons. This information will be treated as confidential and
will be used solely to trigger a review / assessment of your work to ensure that any potential hazards to you or
your baby are evaluated, controlled and managed. For Staff Members who complete the Form to confirm they
are breast-feeding, please note that you should advise Management when this ceases to be the case.
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Figure 3.
Record of new and expectant mothers for risk assessment
Name &
Department
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Baby
Due /
Baby
Born

Breastfeeding
Yes / No
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Figure 4
Record of Individual Risk Assessment Form
Name & Department

Date baby due /
was born

Areas to Check

Actions taken –
Risk elimination /
reduction

Does the Work involve any of the following ?

Risk Identified ?

Action
Taken

1. Manual Handling ?
2. Hot atmosphere ?
3. Work liable to cause fatigue, either physical or
mental ?
4. Work liable to lead to Slips, Trips and Falls ?
5. Slippery floors or wet surfaces ?
6. Any work in which the taking of rest breaks and /
or distance to rest rooms or toilets may be a
problem ?
7. Any work involving exposure to Physical Agents,
Biological agents or Chemical Agents ?

Signed :
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27.

Infection in School.
Reference : Infection in School – A Manual for School Personnel

Hands help the spread of infections and the washing of hands after any contact with
potentially infectious secretions is very important in stopping the spread of infection.
Wash hands after contact with any weepy or oozy skin lesions.
Cover open sores to eliminate the possibility of direct contact with potentially
infectious lesions.
Inanimate objects can spread infections which normally require direct skin contact.
For example, head lice can be spread by the common use of hats and combs. Students
should not share hats, combs, hairbrushes etc…
Occasionally, a Student with a very contagious skin condition may need to be
excluded from the School until they are receiving effective treatment.
Good hygiene practices and effective hand-washing are the most effective ways to
prevent the spread of an infection. Staff and Students should wash their hands after
any contact with blood, nasal secretions, saliva, vomit, urine, stool, skin sores or
genital secretions. It is important that clean dry towels are available at all sinks where
hands are to be washed.
Hand-washing is the most important defence against the spread of infectious diseases.
Improperly washed hands are the primary carriers of infection.
Students will wash hands :
 Before eating.
 After toileting.
 After handling body secretions or using hankies or tissues.
Adults will wash hands :
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Good Handwashing techniques must be taught to all. The following procedure will be
followed :





Wash hands under running water in an un-stoppered sink.
Use soap, either in liquid form or powdered soap.
Rub hands together for about 15 seconds and rinse well.
Dry well after washing. Where cloth towels are used, these will be changed
regularly. It is important that clean, dry towels are available. Cloth towels which
are constantly wet can facilitate the spread of infection.
 Taps with an automatic turn-off are preferred. Where these are not available, use a
paper towel to turn off the tap.
 Dispose of the used paper towel in the disposal unit provided.

All Staff are offered vaccines through ÁBALTA Special School.
Staff may decline this offer but will sign a form indicating such. This record will be
kept on the Personal File of the Staff Member.
On enrolment, all Parents / Guardians of Students will receive a letter from the School
advising that the vaccine is offered free through their GP.

Hepatitis B – How to prevent spread.
Blood and mucosal secretions should always be considered potentially infectious.
Staff should follow the normal procedures for the handling of all potentially infectious
body fluids.
Good hand-washing after contact with anyone’s blood or secretions is the most
effective preventive measure.
1.
2.
3.

4.

Date of Issue :
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If there are known Hepatitis B carriers within the School, Staff will be
notified ( while respecting the confidentiality of the Student ).
Staff will be reminded of the availability of the Hepatitis B vaccine.
Consideration will be given to notifying the Parents / Guardians of
other Students within the same Class ( while respecting the
confidentiality of the Student in question ) and alerting them to the
availability of the Hepatitis B vaccine.
The sharing of personal items such as toothbrushes or other objects
which might be contaminated with blood or saliva will not be
permitted.
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5.

6.
7.

8.

Clothing contaminated with blood from any Student should be placed
in a plastic bag and sent home with the Student for appropriate
cleaning.
A bleach solution will be used for cleaning the surfaces contaminated
with blood or saliva.
If specific exposure to Hepatitis B is recognised e.g. a Staff Member or
Student is bitten by a known Hepatitis B carrier, the exposed person
should be referred to their GP.
The use of Immune Globulin and Hepatitis B vaccine immediately
after exposure can be effective in preventing infection.

Remember : Precautions taken against the acquisition of Hepatitis B will also
protect against HIV. Hepatitis B is much more infectious than HIV. Handwashing following exposure to blood or secretions is the most effective preventive
measure.

Date of Issue :
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28.

Use of Phones in School.
Hazards.
 Injuries to Students through loss of concentration by User.
 Injuries to self from loss of focus.

Risk Assessment.
The Risk Assessment is medium but can be reduced provided due care and attention is
paid to Good Housekeeping Procedures and Control Measures.

Who is affected ?
 Staff.
 Students.
 Visitors.

Control Measures.
 These Control Measures refer to Work Calls, Personal Calls, Mobile Calls and
Student’s Calls.
 Access to phones will be limited to urgency and emergency only.
 Work Calls.




Calls to parents / guardians will be kept as short as possible. Where a
lengthy conversation with parents / guardians is necessary,
appointments will be made to meet the parents / guardians.
Calls to other professionals and organisations will be made in
consultation with the Principal and classroom supervision will be
arranged where appropriate.

 Personal Calls.




Date of Issue :
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In general, personal calls will be carried out during lunch and break
time only.
In cases of emergency and urgency, a Staff Member will use discretion
in making the call.
Incoming personal calls will be reserved for urgent matters only.
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 Mobile Phone Calls.




Mobile phones may be switched on during lunch and break time
only.
In case of an emergency or urgency, Staff will use discretion in
making calls.
Texting will follow the above rules in relation to calls.

 Student’s phones.



Parents / guardians of Students will be advised not to allow
Students to use phones during school time.
Students who carry mobile phones are required to turn them off
during school time and to leave them with their teacher until
returning home.

Persons responsible to implement Control Measures.
 Staff.
 Parents / Guardians.
 Students.
When to implement.
 Immediate and on-going.

Date of Issue :
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29.

Use of Computer Equipment & Ancillaries.
Hazards.








Computers.
Monitors.
Printers.
Photocopying Equipment.
Ergonomic Chair & Work Stations.
Eye Strain.
Repetitive Wrist Injury.

Risk Assessment.
Low provided due care and attention is paid to Control Measures and
Safety Procedures.

Who is affected ?
 Staff.

Control Measures.

Date of Issue :
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 Electrical wiring will be kept tidy, particularly with Computer
equipment.
 Monitors will be so positioned i.e. eye level, to avoid possible neck
injury.
 Wrist rests will be provided to Staff working with computers to avoid
Repetitive Wrist Strain.
 Document holders, if considered relevant, will be provided for Staff
working with computers and be positioned at eye level to side of Monitors.
 Dangerous chemicals and inks are used in photocopiers and printers,
so great care will be utilised in changing toners etc… Manufacturers’
Instructions to be followed.
 When working on the photocopier e.g. removing blockages, the
machine will always be switched off before opening and removing paper.
 The photocopier will never be operated with top cover in open position.
 When inks / toners are being changed in Printer and Photocopier, care
will be taken to handle and dispose of old cartridges safely.
 Work Stations will be of sturdy and solid leg structure designed and
suited to take weighty objects.
 The Ergonomic Chairs provided will be utilised properly to provide
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back and foot support.
 Regular checks will be carried out on all electrical cabling and flexes to
ensure any damaged plugs, sockets, flexes are in good condition. All frayed or
damaged items will be replaced / repaired without delay.
 All electrical repairs / maintenance and replacements will be carried
out by a qualified competent person.
 Where distribution boards are used, they will not be overloaded and
cabling will be tidy and not the cause of slips, trips and falls.

Persons responsible to implement Control Measures.
 Management.
 Staff.
When to implement.
 Immediate and on-going.

Date of Issue :
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30.

Oro-motor Work.
Guidelines – Health & Safety

The following Guidelines are included in the Safety Statement for compliance of Staff :











Training will be provided by the Consultant Speech & Language Therapist prior to
the delivery of programmes to Students by new Staff.
A copy of these Guidelines will be included in the Student’s Speech & Language
Therapy ( SLT ) Folder.
Staff will wash their hands with suitable hygiene hand-wash liquid before & after
each session.
Sterilising fluid and / or rubber gloves will be used during the session and gloves will
be discarded after each session in the safe rubbish bins provided.
Paper towels or wipes will be available for use by Staff during Sessions and will be
discarded after each session in the safe rubbish bins provided.
Care will be taken by Staff when offering horns & bubbles to ensure optimum posture
and airflow by the Student. The Staff Member will always hold the horn unless
otherwise recommended by the SLT Consultant or Occupational Therapist Consultant
( OT )
Sensory Bean Bags will remain with the same Student. Staff will ensure they are
hygienically clean at all times. So far as is reasonably practicable, a choice of two will
be provided.
When touchettes are used they will be discarded by Staff after use in the safe rubbish
bi provided.
Staff will ensure that :
o
o
o
o
o
o
o
o
o

Nuk Brushes
Infadents
Chewey tubes
Z-wipes
Kazoos
Spatulas
Straws
Bite Blocks
Horns

Are sterilised and wiped with steri wipes or by use of disinfectant liquid before use.



Staff will examine the equipment to be used for damage or faults. Should any damage
be noted the equipment will not be used but will be replaced without undue delay.
Taste picnic materials will be stored in plastic containers when stored.

Date of Issue :
June 2012.
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When Staff are using the Bite Blocks they will follow the Recommendations given to
support the Exercise. Staff will be fully aware of the purpose of these exercises i.e.
exercise of the jaw musculature to strengthen the jaw. Injury can occur if Staff pull
too hard or if the Student is yanking or bearing down on the stick. Staff will ensure a
gentle hold / pull of equal resistance at all times in order to strengthen the jaw
musculature.
Sharing of Bubbles / Blowers / Balloons during Floor Time will not occur.
All containers used will be hygienically cleaned with suitable disinfectant before
storing any oro motor materials.
If Staff require these containers to be cleaned by others e.g. Contract Cleaners, the
Staff Member will place a note with the Oro Motor container.
Should the Student display any mouth discomfort or infection, Staff will discontinue
the Programme until he / she has recovered.
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31.

Accident Reporting.
Guidelines.
An Accident is an unplanned event which can result in four different scenarios :





Loss of life
Loss of Limbs or Organs
Permanent injuries
Temporary injuries

It is the Policy of ÁBALTA Special School to provide an accident free workplace.
Every effort is made by the School Board of Management to ensure that neither Staff
or Students suffer an accident or injury while attending the School. Staff are expected
to comply with the various Policies & Procedures and the Safety Statement to attain
this goal. However, accidents will occur and the following Guidelines will be
followed in the event of an accident :
 All accidents ( no matter how trivial / minor ) or near misses will be reported
to the Principal without undue delay.
 A Report of the incident will be submitted, in writing, by the Staff Member
involved to the Principal as per Reporting Procedure contained in the Code of
Behaviour using the Form detailed in the following page.
 If the Accident or Dangerous Occurrence is of a serious nature the Board of
Management will forward an IR1 Form or IR3 Form to the Health & Safety
Authority as required by Legislation.
 All Accidents will be recorded in the School Accident Book by the Staff
Member involved.
 Where a Safety Representative system is in operation in the School, the
Representative will be informed ( See Page 20 ).
 Should the investigation of the accident / dangerous occurrence involve an
Inspector of the Health & Safety Authority ( HSA ) all Staff involved will cooperate with the investigation.
The First Aid Box is located in the Administrator’s Office. All Accidents
necessitating the use of contents of the First Aid Box will be recorded in the School
Accident Book.
The following Procedure will be adopted :
 Observe the accident location and the condition of the injured person.
 Isolate the location by the erection of barriers to prevent intrusion by others.
 If there is a risk of further injury, move the injured person to safety.
Date of Issue :
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 Contact Medical Assistance by phoning the local GP or nearest Hospital
giving details of the location, access route, injuries involved.
 Administer Emergency First Aid if required and feel competent to do so.
 Inform the Principal and Safety Representative ( where applicable ).
 If the injured party is being removed to Hospital, delegate a suitable person to
accompany the injured person.
 Inform the nearest relative of the injured party of the accident.
 Commence an investigation of the circumstances surrounding the accident.
 Identify Witnesses, if any, and take written statements from same.
 Complete the Incident / Accident Report ( IR 1 ) or Dangerous Occurrence
Report (IR 3)
 Take sketches and / or photographs of the accident scene.
 Preserve the accident scene for possible investigation of HSA Inspector. Do
not interfere with the accident scene.
 The Principal will inform the Board of Management and notify Insurance
Company and have the accident further investigated if deemed necessary.
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Easy Reference Telephone Numbers.
Name:

ÁBALTA Special School,

Address:

Parkmore East Business Park, Parkmore, Galway.

Quick Find

Name:

Telephone Number

Doctor:

_________________________________

Hospital:

_________________________________

Fire Brigade:

_________________________________

Garda Station:

_________________________________

Designated Person:

_________________________________

First Aiders:

_________________________________

HSA Local Office:
Loss Assessor :

Date of Issue :
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_________________________________
Cleary’s Loss Assessors
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RECOMMENDED CONTENTS OF FIRST-AID BOXES AND KITS
AS OUTLINED IN HSA DRAFT GUIDELINES 1993
MATERIALS

1. Adhesive Plaster
2. Sterile Eye Pads
( Bandage attached)
3. Individually Wrapped
Triangular Bandages
4. Safety Pins
5. Medium Individually
Wrapped Sterile
Unmedicated Wound
Dressings ( approx.
10 x 8 cms)
6. Large individual
Wrapped
sterile Unmedicated
Wound Dressings
( approx. 13 x 9 cms)
7. Extra Large
Individually
Wrapped Sterile
Unmedicated Wound
Dressings ( approx. 28
x 17.5 )
8. Individually wrapped
Wipes
9 Paramedics Shears
10. Pair of latex gloves
11. Steriwash 20 mls
12. Sterile Water 500 mls

FIRST-AID
TRAVEL KIT
CONTENTS

FIRST - AID
BOX
CONTENTS
1 - 5 PERSONS

FIRST - AID
BOX
CONTENTS
6-25 PERSONS

FIRST - AID
BOX
CONTENTS
26-50 PERSONS

12
-

12
-

20
2

40
4

2

2

6

6

2
-

2
-

6
6

6
8

1

1

2

4

-

-

3

4

8

8

8

10

1
1
-

1
1
2
-

1
2
4
1

1
2
4
1

NOTES:
Where more than 50 persons pro rate provision should be made.
Where mains tap water is not readily available for eye irrigation, sterile water or sterile
normal saline (0.9%) in sealed disposable containers should be provided. Each container
should hold at least 300 ml and should not be re-used once sterile seal is broken. At least
900 ml should be provided. Eye bath/ eye cup/ refillable containers should not be used
for eye irrigation.
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Suggested format.
Notification of Meeting.
The next Meeting will be held on
( Insert the Date )
at
( Insert location )
at
( Insert the time ).
_____________________________________________________________________

AGENDA.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Date of Issue :
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…….
…….
…….
…….
…….
…….
…….
…….
…….
Any other School.
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Suggested format.

Minutes of Meeting
Held on
( Insert the date here )
___________________________________________________
In Attendance : ( Insert Names )
Apologies : ( Insert Names )

1.
2.
3.
4.
5.
6.
7.
8.
9.

Date of Issue :
June 2012.

Opening Address
Minutes of previous Meeting.
Matters arising.
Adoption of Minutes
Agenda
Decisions
Action by.
Closing remarks.
Date of next Meeting ( if agreed ).
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IR1
Incident Form
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IR3
Dangerous Occurrence Form
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SAFE WORK PRACTICE SHEET – NO. 1.
Biohazards & First Aid.
1.

Hazards.
Bodily fluids, medical viruses, bacteria, infections, poor hygiene ( personal and
material ), coughing, sneezing, infected materials, drugs, alcohol.

2.

The Risk.
Because of the close proximity of the Staff when working, the risk could be high,
medium or low depending on the severity and exposure to the Hazard (s).

3.

Control Measures.
 All injuries occurring in ÁBALTA Special School premises such as cuts,
bruises, grazes, will be afforded First Aid treatment with the appropriate
procedure. These injuries will be recorded in the Accident Book by the injured
party or the person treating the injury.
 Staff suffering from any contagious disease / infection / illness will inform
Management without delay to ascertain what, if any, remedial action needs to
be taken.
 Personal hygiene and cleanliness is paramount in fighting infections and
ensuring that your colleagues are not exposed to cross-infection.
 The use of non-prescribed drugs is forbidden on the premises of ÁBALTA
Special School. Persons caught using drugs or under the influence of such will
be subject to disciplinary action and may be dismissed.
 The use of intoxicants for personal consumption on the premises of ÁBALTA
Special School is forbidden. Persons caught consuming alcohol or under the
influence of alcohol and or drugs on the premises will be subject to
disciplinary action and may be dismissed.
 The discovery of needles and / or syringes in and around ÁBALTA Special
School premises will be reported to Management without delay. Such
discoveries should not be removed or handled by Staff but left in situ for
further action by the appropriate authorities.
First Aid.
A fully equipped First Aid Cabinet is provided in ÁBALTA Special School.
1.
2.
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All injuries requiring first aid treatment will be addressed in the First
Aid Room.
All injuries will be recorded in the Accident Book.
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3.
4.
5.

6.

Date of Issue :
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All issues from the First Aid Box will be recorded in the Accident
Book.
Persons treating injuries will wear the PPE provided such as latex
gloves, face masks etc…
Treatment of injuries will be carried out by qualified competent
persons only. To this end ÁBALTA Special School will endeavour to
have a number of Staff qualified as Occupational First Aiders.
The contents of the First Aid Box will contain the items listed in the
Recommended Contents of First Aid Box as outlined on Page 123 of
this Safety Statement.
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SAFE WORK PRACTICE SHEET - NO 2.
Lighting, Heating, Ventilation.
1. Hazards.
Poor lighting, inadequate lighting, direct sunlight, shiny surfaces causing glares,
excessive heat or cold, stuffy atmosphere and lack of adequate ventilation.
2. The Risk.
Due to the nature of some of the work in ÁBALTA Special School i.e. working with
computer equipment, the risk relating to light hazards could be high, medium or low.
This could result in eye strain, impaired vision. Inappropriate heating either too hot or
too cold can lead to stress, thirst, flu, colds. Inadequate ventilation resulting in a stuffy
atmosphere or very cold conditions can result in tiredness, sleepiness, colds, flu,
cross-infection, low standards of personal hygiene.
3. Control Measures.
 Bring any problems to the attention of the Principal.
 Replace or have damaged bulbs or florescent tubes replaced without delay.
 Do not remove shades or fittings on lamps or tubes.
 Should direct sunlight interfere or cause discomfort, bring the matter to the
attention of the Principal or adjust window blinds as appropriate.
 Do not have light shining directly into your eyes.
 Should you suffer from eye strain, bring the matter to the attention of
Management.
 Ensure that the ventilation in your work area is adequate. Open the windows if
necessary.
 The temperature of the working environment is dictated by the central heating
system and the number of personnel in the workplace. It is not possible to
satisfy everybody but a minimum temperature of 17.5*C should be attained.
 Personal electric heaters should not be tolerated as they are a fire hazard.
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SAFE WORK PRACTICE SHEET – NO 3.
Emergency Evacuation Procedures.
1.

Hazard.
Fire can be a major hazard in ÁBALTA Special School. The possibility of a fire in
adjacent premises should not be discounted. The escape of harmful or toxic fumes
resulting from spillages of liquids or fires is another hazard.

2.

The Risk.
Should a fire occur on the premises of ÁBALTA Special School, the risk of injury
can be high, medium or low depending on the location, severity and type. Should
a fire occur in an adjacent premises the risk would be lower.

3.

Control Measures.
 Emergency Evacuation Procedures have been developed by ABALTA Special
School and are outlined in this Safety Statement. In addition they are posted
throughout the premises.
 All Staff will familiarise themselves with the Plans / Procedures and will
follow all instructions / regulations contained therein. All Staff are legally
obliged to co-operate with Management in this matter.
 Instruction and Training will be provided to all Staff to enable them to
evacuate their workplace safely and without risk to their health. All Staff
should remain calm and focussed during any evacuation.
 Evacuation Drills and Rehearsals will be carried out during the year. The
purpose is to fine-tune the Plan and to carry out an evacuation in the safest and
quickest time possible.
 The results of any such Drills / Rehearsals will be entered in the School Fire
Safety Register by the authorised person who is carrying out the Drill.
 All Staff will go to their designated Roll Call location and wait further
instructions.
 Personnel who have been delegated additional responsibilities will familiarise
themselves with those responsibilities.
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SAFE WORK PRACTICE SHEET – NO 4.
Work Equipment incl Furniture.
1.

Hazard.
Work equipment can be a hazard if it is mis-used or abused. Damaged / faulty /
defective equipment can result in cuts, bruises, back injuries, slips, trips and falls.
Shredders and guillotines pose great dangers and must be handled with great care.
Photocopiers, Printers, scissors etc…. pose particular dangers.

2.

The Risk.
If not handled with care and due precautions the risk can be high but can be
reduced to low provided due care and attention is paid to safety precautions and
Control Measures.

3.

Control Measures.
 Use all work equipment for the purpose for which it was provided.
 Do not abuse any work equipment. It is an offence to do so under the Act and
the Regulations.
 Do not use any obviously defective / faulty or damaged equipment. Report the
matter to the Principal.
 Use your ergonomic chair in a proper manner i.e. supporting your back,
elbows and legs.
 Use the wrist-rests provided.
 Use the Document Holders provided in a proper manner i.e. at eye level.
 Adjust the monitor to eye level in order not to cause back or neck injuries.
 Use footrests if and when necessary.
 When using guillotines be very careful not to put your fingers in the blades.
 Photocopiers and Printers can contain harmful materials such as toners and
ink. Handle with due care.
 Never operate the Photocopier with the upper cover in the open position.
 All equipment should be operated as per Manufacturers Instructions.
 Never move furniture without applying good manual handling techniques.
Female Staff to be extra vigilant, particularly if pregnant.
 Never use chairs to access or place files / folders or other materials on high
shelves. Use stepladder provided.
 Always seek advice when uncertain as to best course of action.
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SAFE WORK PRACTICE SHEET – No 5.
Hygiene & Welfare.
1.

Hazard.
Lack of Hygiene and Welfare facilities are a hazard and can result in ill-health,
infections and cross-infections.

2.

The Risk.
Good Hygiene and Welfare facilities minimise the risk of ill-health and sickness.
High standards of hygiene, both personal and food safety are expected from all
Staff and Cleaning Contractors.

3.

Control Measures.
 Cleaning Staff are employed to keep the Toilets and School premises at a high
level of cleanliness.
 All Staff should facilitate maintain these standards by adhering to a
programme of personal hygiene and using the facilities with a duty of care,
both to themselves and their colleagues.
 Any defective / damaged / blocked / faulty facilities should be reported to the
Principal without delay.
 Wet and untidy floor areas can cause slips, trips and falls. Warning Notices
should be put in place to alert others of the hazard.
 All meals and foodstuffs should be consumed in the designated location and
not at Work Stations.
 All waste should be disposed of in the containers provided.
 Staff and Visitors will us the hand wash units installed in the School premises.
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SAFE WORK PRACTICE SHEET – NO 6.
General Housekeeping.
1.

Hazard.
Untidiness, Open Filing Cabinets and Presses, Waste paper, Trailing leads and
flexes, Obstructions in aisles and walkways, Reams of paper, Personal belongings
such as handbags, baskets, clothing etc….

2.

The Risk.
Provided due care and attention is paid to safety precautions, good housekeeping
procedures and control measures, the risk is low. The hazards can result in injuries
from slips, trips and falls.

3.

Control Measures.
 Tidiness is the essence of good housekeeping. A place for everything and
everything in it’s place will ensure that the risk is maintained at a low level.
You are expected to play your part.
 Drawers in Filing Cabinets and doors to presses will not be left in the open
position in order to prevent slips, trips and falls.
 Waste paper will not be allowed to accumulate, particularly under
workstations. Use the bins provided.
 Leads and flexes will be carefully located away from aisles and walkways.
They will also be tidied under workstations.
 Materials of all types must never cause an obstruction in aisles and walkways.
 All Emergency Exits will be obstruction free at all times, both internally and
externally.
 Reams of paper will be carefully stored away from aisles and walkways.
 The stacking and storing of materials will be done in a careful manner so as
not to cause injuries from protruding edges or falling from the shelves. All
materials on shelves will be pushed in from the edge.
 All spillages and breakages will be cleaned up without delay. Particularly with
glass and other sharp edges, use the dustpan, brush, bucket, gloves etc….
provided.
 Horseplay on ÁBALTA Special School premises is actively discouraged.
 Running on the premises of ÁBALTA Special School is actively discouraged.
 Personal belongings will be carefully located so as not to cause obstructions.
 Food will only be consumed in designated location.
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SAFE WORK PRACTICE SHEET – NO 7.
Fire Safety.
1.

Hazard.
Fire is the single most destructive element in a business. It can result in loss of
life, permanent / temporary injuries, closure of business and loss of jobs. The
concept of the Fire Triangle is very important. It is composed of three sides, the
removal of any one of these sides will result in the extinguishments of the fire.
OXYGEN, HEAT, FUEL. The main causes of fire relevant to ÁBALTA Special
School are :












2.

Electrical.
Smoking.
Radiators and Pipes.
Malicious.
Mechanical.
Processes.
Oil, Petrol and Gas usage.
Spontaneous Combustion.
Carelessness.
Bad Housekeeping.
Students.

The Risk.
The risk associated with fire is high. However the risk of fire occurring on
ÁBALTA Special School premises can be greatly reduced by implementing the
Fire Safety Plan and Emergency Evacuation Procedures.

3.

Control Measures.
 All Staff will familiarise themselves with the Fire Plan and Emergency
Evacuation Procedures outlines in this Safety Statement and posted
throughout the premises.
 All Emergency Exit Doors and Escape Routes will be kept clear of all
obstructions at all times.
 Emergency Evacuation Plan Drills and Rehearsals will be carried out on a
regular basis and results recorded in Fire Register.
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 Staff will be provided with training in the use of the various Fire
Extinguishers on different classes of fire.
 If and when the Fire Alarm is sounded, follow instructions.
 Ensure that all electrical fittings and equipments are checked on a regular
basis for damage, fraying, cuts, breakages etc… Bring defects or damage
to the immediate attention of the Principal.
 Switch off and unplug all un-necessary electrical equipment before leaving
your workstation.
 Do not overload electrical plugs, sockets or distribution boards.
 Should you notice smoke or burning smells emanating from any
equipment or location immediately alert the Principal. Switch off the
equipment pending investigation.
 All flammable liquids and combustible materials will be handled with care
and stored away from sources of ignition. Spillages and accumulation of
such materials will be addressed without delay.
 In an Emergency Evacuation, report to your designated Assembly Point
and remain there until instructed otherwise.
 Never re-enter the building until such time as it is rendered safe.
 If it is possible, fight the fire using the appropriate fire extinguisher. Never
put yourself in any danger.
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SAFE WORK PRACTICE SHEET – NO 8.
Electricity & Electrical Equipments.
1.

Hazard.
Electricity is a hazard which can result in electrocution, burns, shock or other
injuries. All electrical appliances must be handled with due care. Equipments
which are incorrectly wired, plugs which are incorrectly fused, sockets which are
overloaded etc… can cause fires in addition to the above.

2.

The Risk.
The risk of injuries from improper use of electricity and electrical equipments is
high but can be greatly reduced by applying commonsense safety precautions and
control measures in your approach to electricity in ABALTA Special School.

3.

Control Measures.
 Never take chances with electricity or electrical equipments. Should you
suspect there is a problem, call the Principal.
 Faulty equipment will be removed from the workplace and will never be reused until certified as safe to use.
 Never overload distribution boards, plugs / sockets.
 Never use incorrectly rated fuses in any appliance.
 Never try to remove a plug by inserting a lever.
 Never used taped joints on cables or plugs.
 Report all damaged plugs, sockets, distribution boards, frayed or cut cables
and flexes, burning smells, evidence of burning or scorching.
 All repairs and replacements to damaged electrical appliances and equipments
will be carried out by qualified, competent persons only.
 Never handle electrical equipments or appliances with wet hands, wet clothes,
damp materials or where there is evidence of spillage.
 Switch off all un-necessary electrical appliances and equipments before
leaving your workstation prior to going home.
 Always use portable electrical tools with 110v supply.
 In the event of an Emergency Evacuation switch off electrical appliances and
equipments at the Mains, if possible. Do not endanger yourself.
 Always adhere to Manufacturer’s Instructions when operating with electrical
equipments and appliances.
 Never use a Water Fire Extinguisher on an electrical fire.
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SAFE WORK PRACTICE SHEET – NO 9.
Manual Handling of Loads.
1.

Hazard.
Any lifting activity can be a hazard if carried out incorrectly. It can result in back
injuries and upper limb disorders. Manual Handling of Loads means “any
transporting or supporting of a load by one or more Staff, and includes lifting,
putting down, pushing, pulling, carrying or moving a load which by nature of it’s
characteristics or of unfavourable ergonomic conditions, involves risk, particularly
of back injury, to Staff”.
Pregnancy and Manual Handling of Loads poses an additional risk.

2.

The Risk.
The risk is low but must be kept low by exercising due care and applying the
Principles of Good Manual Handling Techniques outlined below. Manual
Handling Training will be provided to Staff as deemed necessary.

3.

Control Measures.
 Avoid the need to manually handle loads.
 Where it cannot be avoided, use the mechanical equipment provided.
 Do not attempt to lift materials onto or from shelving above chest height. Use
steps or stepladder provided.
 Do not use chairs to gain access to materials on high shelves.
 Apply the General Guidelines in relation to the maximum weights to be lifted
i.e.
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Male Adult…… 55Kgs ( 121lbs )
Female Adult… 16Kgs ( 35.2lbs )
Females who are pregnant must not attempt to lift heavy loads under any
circumstances.

Loads in excess of the above weights will only be handled by two persons or
more. In any case, you are legally obliged to use the equipment provided.
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SAFE WORK PRACTICE SHEET – NO 10.
Chemicals.
1.

Hazard.
Chemicals can be dangerous and harmful unless handled properly. The main types
of chemicals in this category present in ABALTA Special School can be listed as
follows :
 Detergents, Cleaning Agents.
 Oil, Grease.
 Solvents, Glues, Correcting fluids etc….
 Some paints.
 Thinners, White Spirits, Turpentine etc…
 Disinfectants and Caustic Substances.
 Printer Inks and Printer / Photocopier Toners.

2.

The Risk.
If handled properly and conscientiously, the risk of injury is low. If handled
improperly, the risk is greatly increased and can result in discomfort, dermatitis,
blistering, burning, itch, disorientation, inconsistencies, car accidents etc…..

3.

Date of Issue :
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Control Measures.
 Material Safety Data Sheets ( MSDS ) for all chemicals in use in ABALTA
Special School will be acquired.
 These Sheets will be posted in locations where they can be consulted by Staff.
 All MSDS will be kept up to date.
 All chemical substances will be stored in secure location.
 Special care will be taken by pregnant Staff, in particular where chemicals
containing elements of R40, R45, R46, R61 and R64.
 When in doubt consult the Principal.
 Always read the MSDS before using chemicals.
 If possible, harmful chemicals will be substituted with less harmful or nonharmful materials.
 Staff handling chemicals will use suitable gloves and face masks and goggles
where necessary.
 Always wash your hands after use.
 Should splashes occur to the face and eyes, follow instructions as outlined on
the MSDS for the particular chemical. Contact your First Aider and record the
incident in the Accident Book.
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 Ensure that all chemicals are in their original containers and are properly
marked.
 Chemicals will not be left lying around the premises but be placed in a
designated secure location.
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GLOSSARY OF TERMS.

Hazard :

A Hazard means anything that can cause harm ( e.g. dangerous chemicals,
electricity, working at heights from ladders.)

Risk :

Risk is the likelihood, great or small, that someone will be harmed by
the hazard, together with the severity of harm suffered.

Risk Assessment :

Risk assessment is a careful examination of what, in your work could
cause harm to people, so that you can weigh up whether you have
taken enough precautions or should do more to prevent harm.

Controlling Risk.

Controlling risk means, and the law requires, that you do all that is
reasonably practicable to ensure that the hazard will not injure anyone.
( e.g. by eliminating the hazard, enclosing it in a totally enclosed
container, using general or local exhaust ventilation, safe operating
procedures or providing personal protection, as a last resort )

Safety Statement.

A Safety Statement is Management’s programme, in writing, for
safeguarding the health and safety of Staff while they work.

Dangerous Occurrence.
A Dangerous Occurrence means an occurrence which occurs at
any place of work other than at a mine or quarry and is an occurrence
which is specified at a reference number in the Twelfth Schedule. See
back of Form of Notice.
An Accident.

An Accident is a unplanned event such as a severe sprain, a laceration,
broken bone, concussion, unconsciousness or ill-health or immediate
sickness due to exposure to dangerous substances, fumes or gases. It
must be reported to the HSA where the injured Employee is unable to
work for more than three consecutive days. This includes weekends
and other normal days off.

Reasonably Practicable.
This means an employer has exercised all due care by putting
in place the necessary protective and preventive measures, having
identified the hazards and assessed the risks to safety and health likely
to result in accidents or injury to health at the place of work concerned
and where putting in place of any further measures is grossly
disproportionate having regard to the unusual, unforeseeable and
exceptional nature of any circumstance or occurrence that may result in
an accident at work or injury to health at that place of work..
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STAFF COMPLIANCE.
Signature Sheet for Staff indicating reading of Safety Statement.
I hereby confirm that I have read the Safety Statement of ÁBALTA Special School and fully
understand the contents of same.
Name.
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